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1.

Introduction

1.1

Purpose and uses of the Budget Performance Reporting Template

The spreadsheet-based Budget Performance Reporting Template (BPRT) is designed to be used by Nigerian State Governments
to assist with the preparation of budgets and recording of transactions using the multi-dimensional National Chart of Accounts
(NCOA).

The Template can be used by the State Government as a whole or by individual Ministries, Departments, Agencies (MDAs) or
projects for some or all of the following purposes:

Preparation of the annual budget, incorporating the dimensions of the NCOA,
Generation of budget reports, analysing the budget by each chart of accounts dimension;
Recording individual transactions, incorporating the dimensions of the NCOA,;

Generation of information suitable for incorporation into the performance reports and statistical reports required by the
Nigeria Cash Basis International Public Sector Accounting Standards (IPSAS) guidelines;

Learning and training in any of the above tasks.

1.2 Reports generated by the BPRT

The reports generated by the BPRT are:

Budget Performance Reporting Template Repoorts
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The structure of the BPRT is easy to understand. Three types of worksheets and one user form are kept permanently in the
template:

Data input worksheets: The user records budget and accounting data for revenue and expenditure on these sheets.

Chart of Accounts worksheets: There is one sheet for each chart of accounts dimension in the NCOA, recording the code
numbers and descriptions for each dimension. These sheets are not directly accessed by the
user unless changes to the chart of accounts are required. They are therefore ‘hidden’, but can
be ‘unhidden’ when changes are needed.

Report menu worksheets: These are menus used for generating the reports summarising budget and actual revenue and
expenditure.

Navigation form (menu): This can be used to navigate from one sheet to another. It is an optional alternative to clicking
on the worksheet tabs and provides a fuller description of what is contained on each worksheet.

The reports described in section 1.2 above are not kept in the worksheet permanently. They are created and closed by the user
as required by using the report menu worksheets. There are so many different combinations of reports that to keep a permanent
copy of each in the spreadsheet template would make it difficult to navigate. Therefore, the reports are generated ‘on demand".
The reports will always be based on the latest data included in the spreadsheet template, and copies can be saved to other
worksheets whenever required.

The Nigerian IPSAS approach to budgeting and accounting incorporates analysis of revenue and expenditure not just by the
conventional ‘line item’ codes (administration codes and economic items) but by the additional dimensions of function,
programme, project, geographical location and funding. States have therefore developed charts of accounts based on this
analysis.

The national codes for analysis under these dimensions are included in the NCOA, but states have inevitably developed some
variations and additions to the basic code lists because it is difficult for ‘one coat to fit all’, not least because states have programs
and projects with different names. In the BPRT, illustrative codes and descriptions have been used for some dimensions, especially
programmes and projects. These can be replaced with the codes actually used by states by changing the Chart of Accounts
worksheets. See section 3.1 for further details.

The BPRT is a useful learning and training tool, as well as a tool for preparing and recording budgets and transaction data.

It is recommended that the user firstly becomes acquainted with the template by practising with the test data provided and
entering further test data, and only later uses the template to record 'live’ budget and accounting data.

1 The template contains programmed instructions for generating the reports. These are covered in Section 5.
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This manual will therefore take the reader through a logical sequence to prepare for using the template.

There is also a section on advanced use and further development of the template.
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2.  Using the template with the test data provided

2.1 Template version

The version of the template to be used is:
Budget Performance Reporting Template.data.xlsm

The filename has the extension ‘xlsm’ because it is a macro-enabled Excel file. Macros are small programs, written in the language
Visual Basic for Applications (VBA), which are used to generate the reports produced by the template. The user does not need

to know anything about these macros unless new reports need to be created. Macros are illustrated in section 5.

The template was constructed using Excel 2010 and will easily run in this and later versions of Excel. Note that if an earlier
version of Excel is in use, the template may not work fully.

2.2  Navigating the sheets

2.21 Sheets in the template

vl

The template contains nine sheets:

= Three sheets for generating reports (Budget Reports, Expenditure Reports and Revenue Reports)

I Four sheets for entering budget data (RevenueBudget, CapRecBudget, RecurrentBudget, CapitalBudget)

" RevenueBudget  CapRecBudget ~ RecurrentBudget  CapitalBudget

= Two sheets for entering transactions data (i.e. actual amounts received or spent - accounting data) (RevTrans,
ExpTrans)

The easiest way to move between these sheets is simply to click on the required sheet tab at the bottom of the spreadsheet.

However, in order to facilitate the learning process, and to provide a memory aid on what each sheet is for, a Navigation Form is
also provided.
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2.2.2 Using the Navigation Form

The Navigation Form appears when it is required and disappears immediately after use. To ‘call up’ the Navigation Form, press
the keys Ctrl ©© M (hold down Ctrl and {+ simultaneously then press M). The form appears:

BUDGET PERFORMANCE REPORTING TEMPLATE

ENTER BUDGET DATA ENTER TRANSACTIONS DATA

RECURRENT REVENUE BUDGET | REVENUE TRANSACTIONS

EXPENDITURE TRANSACTIONS

RECURRENT EXPENDITURE BUDGET VIEW PERFORMANCE REPORTS

REVENUE REPORTS
CAPITAL EXPENDITURE BUDGET

EXPENDITURE REPORTS

VIEW BUDGET REPORTS

BUDGET REPORTS S p af'—c\

The form contains nine clickable buttons which navigate the use to the required sheet. For example, clicking on the button ‘RE-
CURRENT REVENUE BUDGET' takes the user to the sheet ‘RevenueBudget’ and the form then disappears.

To navigate to another sheet, press Ctrl # M again and the form will reappear.

2.2.3 Examining the contents of the worksheets

1. The three reports sheets contain sets of clickable buttons that will create the reports described. The ‘Budget Reports’ sheet

contains a menu of eleven buttons, the ‘Revenue Reports’ sheet contains eight buttons and the ‘Expenditure Reports' sheet
contains eleven buttons.

2. The four budget data entry sheets each contain eight worksheet columns for entering budget data, and a set of test data
for the budgets.
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The next sections will explore the contents of the worksheets in more detail.

2.3  Exploring the budget

2.31 Budget data entry sheets

There are four sheets with light blue tabs for entering different parts of the budget:

= RevenueBudget Revenue Receipts budget items

m  CapRecBudget Capital Receipts budget items

M RecurrentBudget Recurrent Expenditure budget items
m  CapitalBudget Capital Expenditure budget items

Every budget data entry sheet has the same eight columns for data entry:

| Admin | Program | Project | Geo | Function [ Econ | Amount | Fund |

Columns 1to 6 and 8 are Chart of Accounts (COA) segments and can be chosen from drop-down lists, which point to the codes

on the hidden COA sheets.

Column 6 is the financial amount of the transaction.

Example: Test data in the 'RecurrentBudget’ worksheet (recurrent expenditure data)

B . 1. ® i S

Project Ge0 Function Econ
‘:—- orec™ i - 000000 Non project s 79912 Priary E 1010101 SALARY
lf-- T by - 000000 Non peoject 12610600 Edati 70912 Primary Education 21010101 SALARY

knowledge
it e 000000 Non peogect 12610900 Katcha 70912 Primary Education 21010101 SALARY

ﬂﬂm MINISTRY OF EC
'im mﬂ'ﬁ? \ ke 000000 Non project 12621200 Lavun 12 Primary Education 21010001 SALARY

.lﬂl‘“w moﬂ:u e 000000 Non propoct 00000000 Statewsde 70912 Primary Education 21000115 TEACHING ALLOWANCE

Amount  Fund

3,600,000 G2101 CRF - MAIN ENVELOPE
1,500,000 02101 CRF - MAIN ENVELOPE
1,620,000 02101 CAF - MAIN ENVELOSE
1,590,000 02101 CRF - MAIN ENVELOPE

34,000 G101 CRF - MAIN ENVELOPE

- o and 70921 Lower Sacondary 20020101 LOCAL TRAVEL &

051 oF i . 000000 Non propbet 00000000 Statevwids 35,000 2101 CRF - MAIN ENVELOPE
| &) Education TRANSPORT: TRAINING
5 0100100100 winisTRy oF g ™ EPRARCRE SIS A o oons won progeet Statewids 70912 Primary 22020001 ELECTRICITY CHARGES 4,520 02101 CHF - MAN ENVELORE
'Ii— orer™ EP 5908 00000 Hon peoject de 70912 Primary NSNS POPIAREL S cOM 20,000 02101 CRF - MAIN ENVELOPE
1o O51700100100 sinistrvoree > EhanangSkilsand oo s Nonprojest 13602200 thuroie. 0oL Lower Secondary 22021030 ﬂg;mms 23,000 82101 CRF - MAIN ENVELOSE
i Knowledge Education LABDRATORY

Note the use of the categories ‘000000 Non project’ and ‘00000000 Statewide'.
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2.3.2

The Budget Reports sheet is a menu containing buttons for creating the budget using all segments or single segments of the

COA.

Each button creates a sheet for a particular aspect of the budget. Some examples of the budget reports are shown on the next

page.

Budget reports

Budget
Control Totals

Total Budget
Listing by

Segments

BUDGET REPORTS

Total Budget Total Budget
by Admin Unit by Programs

Total Budget Total Budget Total Budgat

by Geo Codes by Functions

by Funds

Capital
Budget by
Econ Items

Total Budget Recurrent

by Economic Budget by
ltems Econ ltems

m  Note that the reports are created on worksheets when the buttons are clicked.

If you want to save the report, it is best to export it to a new worksheet.
B Each report contains a close button. Practise opening the reports from the Budget Reports sheet,

then closing them using the close buttons.

Budget Report examples

TOTAL BUDGET BY ADMINISTRATIVEUNIT
I|

051700100100 MINISTRY OF EDUCATION - 11,083,000
051700300100 UNIVERSAL BASCEDUCATION BOARD 120,000

052100100100 MINISTRY OF HEALTH ;| 4,500,000
'|

051700100100 MINISTRY OF EDUCATION ||
(51700800100 UNIVERSAL BASICEDUCATION BOARD
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TOTAL BUDGET BY PROGRAMS H

00 Non-program
03 Poverty Alleviation
05 Enhendng killsand Knowle

TOTAL BUDGET BY FUNCTIONS H

|| |
70472 Hotels and Restaurants | 20,000
70721 Generd Medicd Services | 4500000
70912 Primary Education . 8620,00C
70921 Lower Secondary Education | 13,000
71040 Family & Children | 000

70760 Subsdiary ServicestoEducation
70912 Pimary Education

71040 Family & Children

24  Exploring the transaction data and performance reports

When you have become familiar with using the BPRT to analyse budget data, you can experiment with using it to compare
accounting data with the budget.

241

Revenue and Expenditure data entry sheets

There are two transaction data entry sheets (with red tabs) for recording accounting data (actual revenue and expenditure

transactions):

m  RevTrans:
m  ExpTrans:

Revenue and Capital Receipts Transactions
Expenditure Transactions (Recurrent and Capital)
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Both sheets have 13 worksheet columns for entering actual transactions data, and a set of test data for the transactions.

Date | DocRef | Admin | Program Project | Geo | Function
Econ | Description | Amount | Fund | Month | Statement

Date: dd/mm/yyyy format
DocRef: Reference number of transaction source document (e.g. invoice, journal no.)
Program: Program code (drop-down list)
Project: Project code (drop-down list)
Geo: Geographic location code (drop-down list)
Function: COFOG? Function code (drop-down list)
Econ: Economic items (drop-down list)
Description: Description of transaction (free-form)
Amount: Amount of transaction
Fund: Fund receiving or paying (drop-down list)
Month: Abbreviation for month (e.g. Jan), derived automatically from Date
Statement: Either CRF® or CDF*. Determines which financial statement a transaction will be reported through. In theory,

this could be derived from the fund code, but the fund codes have not yet all been finalized.

As with the budget data entry sheets, it is important that all of the above columns are completed for every transaction, if necessary

by using the generic codes for non-programme, non-project, state-wide, etc.

Example: Test data in the ExpTrans worksheet

& i S ° ] E F s - L 2 g L] R o) -
1 Date Dot Admin  Program Project L Functhon Econ i Amoust  Fund Month
©5 Enharcing Skilly 000000 Non SO000000 10812 Primary 03101 CRF .
2| OL/DL/26IS 1500001 051700100 ok atian 21010101 SALASY Salaries s B0 o D2CAF
| ©5 Enharcing Skills  DOOOCO Non Q0000000 TCA1l Primary 02101 CRf -
§ | 02/3L/2015 1500002 051700100 rgn 22020201 LLECTRICITY CHARGES  Ehectricity B4 xomx pac ton D2CRF
03 Soverty 0OOCCD Non 71040 Faruly & 20020203 INTERNET ACCESS G101 CatF -
. 16/01/2015 1500003 €53700100 12610700 Ghoko L Imbernet nxx LAD nenemore T Row
05 Enhancing Skills 000000 Nan Q0000000 70912 Primary 12021006 POSTAGES & COURIER 01101 CRF .
B
g | CmaROrs 10004 05300100 UL : P et din Rostage rux 1O anovmort TP BF
| 70620
GOOOCD Non 00000 JI030A30 TEACHING A4 / 02101 CBF -
7 ’
| D%/02/2013 1300035 051700100 07 Gender b P Community MATERIALS Pamphlets and materisls L2® L wenvaoe T Row
6 | Development
Enh 00000000 5010124 PURCIASE OF 03101 CAPITAL
| 04032015 3500092 083700300 ™ ine Skl onao03 Preject 4 TORL2 PrImAN  veuruing { LEARNING AID Training materiais $.000 DEVELOPMENT Mar 03 CAPTTAL DF
wnd Knowltdge Seatewide Education
LA O PMENT ruso
05 Enharcing Skillh 000000 Nan 0912 Primary 02101 CBF -
8| 12/03/201% 1300145 053700100 ol 1610900 Katcha Rt 1010100 BRIV Sxlnries pmaa oo AN Mar D2 CAF
03101 CAPITAL
0% toharcing Skilly 20000000 70912 Primary
. 04/04/2005 1500201 051700100 000001 Project 1 el 13020002 BOOKS Bogks 4,000 DEVELOPMENT dpr 0 CAPTTAL DF
| e
05 Enhancing Skills  DOCOCO Non 0000000 70812 Primary 02101 CRF -
0 13/04/2015 1500281 051700100 . . i S 21010100 SALARY Salnties nuns 15000 o Apt D2 CRF
| 05 Enhancing Skills  DOOOOO Non ODO00000 70812 Primary 02101 CRF -
- 13/04/2015 1500341 053700100 3 i 21010108 SALARY Salaries auax 16000 o Apr  D2CRF
05 Enhancing Skills  DOOOOOD Non 0000000 70912 Primary 02101 CRF -
" 18/05/201S 1500481 081700100 . b Shiabion 21010008 SALARY Salnried nxex MO00 e May 02 CRF
70921 Lower
08 Enhancing Skills 000000 Non CRXHO00D 23020100 LOCA TRAVEL & 02101 Cn¢ .
] 14/05/2013 1300443 031700100 l:::-: AR Training cost 18000 Lo May 02 CRF
|
10780 03101 CAPITAL
| £ 0000000 % 23050111 REHABILITATION / Maj0r repaiis 10 bpOts
| 15/05/2005 1500467 051700100 00 Mer-program D0000S Project 5 Subrwidinry (PAIRS . SPORTING FACH 300000 DEVELOPMENT May D3 CAPTTAL DF
14| Servites o L]
| 13010124 PURCHASE OF
| U8 Enharcing Skilly GOGH000 10912 Primary 10103 $OHOOL
“: 16/05/2005 V45T 031700800 000008 Project & e et ::::nlwfmmaln Books, tesch-ng materin's 12000 e Moy 03 CAPTTALDF

2 (Classification of Functions of Government - internationally agreed code numbers
3 Consolidated Revenue Fund
4 Capital Development Fund

www.sparc-nigeria.com
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24.2 Revenue performance reports

The Revenue Performance Reports worksheet (‘Revenue Reports’ with a green tab) contains a menu with buttons for creating
reports showing actual revenue compared with budget.

REVENUE PERFORMANCE REPORTS

MONTHLY PERFORMANCE REPORTS CUMULATIVE 'STATISTICAL' REPORTS
Items

Actual v Budget by Actual v Budget by
Geo Codes Funds

Actual v Budget by
Admin Unit

There are two types of report: ‘Monthly Performance Reports’ and ‘Cumulative Statistical Reports'.
Monthly Performance Reports

The monthly performance report shows monthly actual Revenue and the total Revenue to date compared with the annual budget.
Revenue in this report includes Capital Receipts.

The report shows the percentage of revenue achieved against the budget in the year to date.

Example: Revenue Performance Report

TOTAL REVENUE (CRF AND CDF) ] ; -
REVENUE PERFORM ANCE REPORT: ACTUAL REVENUE v BUDGET

Al dn  Feb  Ma  for May &&!.&9.& ﬂ___%_'fm 9“‘"

= 12 INCEPEMNDENT REVENUE /000 23000 40500 15000 - - - - 11450 6520000
= 1202 NON-TAX REVENUE 000 2000 40500 1500 - - - - - - - - 14500 55000
12000452 SCHOOL/ TUTIGNY EXAMINATION FEES 36000 23000 40500 - - - 9500 §500,000
12020710 EARNINGSFROM GLEST HOUSES Bl = = 22 =~ -2 2 B Ho
=13 ADSANDGAANTS a0 - ECLOOO = 0D - - - - - - - X500 46800
= 1302 GRANTS 200000 - - WOy - - - - - - - 36000 46B00
TAENR CAMITAL COMESTICGRANTS 20000 - m,m:. s e = o3 = = = 3 20000 200N
130002 CAPTAL FORE GN GRANTS . - - - H/O - - - - - - - 5000 25100
© M CARTAL CEVILOPME TFLI DT ECEPTS e e e e e e e e - - - - 4GWD
= 1405 LOANS/ BORROWINGS RECEPT . - - . o e g g~ TTTAS0000
JACATP01 INTERNATIONAL LOANS/ BORROWINGS FROM AIMANGIAL INSTITUTIONS_ - -~ - - = - - - - - - - 450,000
GrandTotd 233000 23000 S0500 15000 HOW - - - - - - - 419,503 SERR00
! | | | |

The report is a pivot table that allows selection of either recurrent revenue or capital receipts if that is required, using the select
button in Cell A3.

To do this, click on the down-arrow in Cell A3, then choose the types of revenue required. In the next example, we will choose
Independent Revenue.

12 www.sparc-nigeria.com



™ RN R
AZ1 - (8 5
| 4] A 8 c ) - 0 T T )
1 TOTAL REVENUE (CRF AND CDF) =
‘2 REVENUE PERFORMANCE REPORT: ACTUAL REVENUE v BUDGET
3 - Jan  Feb Mar Apr  May Jun Jul Aug Sep
4 - 12 INDEPENDENT REVENUE | Select field: 36,000 23,000 40,500 15000 - - - - -
5 91202 NON-TAX REVENUE | |subsccrype v 36000 23,000 40500 15000 - - - - -
6 | 12020452 SCHOOL/ TUITION/ EXAMINATH 3 1 ¢\ 36,000 23,000 40,500 - « e s
7] 12020710 EARNINGS FROMGUESTHOUSE » (. . - 600 . - .
8 =13 AIDS AND GRANTS 200000 - 50,000 - 55000 - - - -
9 1302 GRANTS . o=kt (200000 - S0,000 - 55000 - - - -
10| 13020202 CAPITAL DOMESTIC GRANTS | © 200000 - 30000 - . & &
11| 13020202 CAPITAL FOREIGN GRANTS Lbel Fters » . - - - BOW - - -
12 - 14 CAPITAL DEVELOPMENTFUND (CDF) RECEN Yalue Filters » = = = - = = -
13 /1403 LOANS/ BORROWINGS RECEIPT . == ) - - - - -
1 14030201 INTERNATIONAL LOANS/ BORR( ey i - I e = o
15 Grand Total s 236,000 23,000 90500 15000 55000 - - -
16 | 1-[7] 13 AIDS AND GRANTS i
17 Report generated: |-[] 14 CAPITAL DEVELOPMENTFUND (COF) |
18 11 Dec 2015 .
L ]
20|
21 |
2 < » |
23| |
2| ok || comen
5|
”i
Click OK and the report for Independent Revenue is produced.
REVENUE PERFORM ANCE REPORT: ACTUALREVENUEV BUDGET | |
T Jn  Feb  Ma  Apr May Jun Jul Aug Sep Oct Nov Dec Totd  Budget % Adiieved
= 12 INDEPENDENT REVENUE 35,000 23000 40500 15000 - - - - - - - - 114500 650,000 1L8%
21202 NON-TAX REVENUE 35,000 23000 40,500 15000 - - = - - - - 114,500 6520,000 .84
12020452 SCHOOL/ TUTION/ EXAMINATION FEES35,000 23000 40,500 - - - = = = - - - 96,500 6,500,000 1.5
120207 10 EARMINGS FROM GLEST HOUSES - - - _jo0 - - - - - - - - 15000 20,000 7.
Grend Totd 3000 Z3000 40500 15000 - - - - - - - - 114,500 520,000 1.8%4|

Cumulative Statistical Reports

The statistical reports all have the same format, to display performance of actual revenue for the year to date against the annual
budget figures. For maximum information, each report is divided into sections relating to the CRF statement, the CDF statement

and the total. The reports show actual revenue achieved as a percentage achieved of the annual budget.

Examples of Revenue Cumulative Statistical Reports

Progam

ACTUAL REVENUE TO DATE COMPARED WITH ANNUAL BUDGET, ANALYSED BY PROGRAM |
|

Totd Actud Totd Budaget

(3 Poverty Aleviglion |
04 Improvement toHumean Hed th - - - 4500000 0.0
(5 Entencing %ills and Krowledoe 9500 500,000 194 G500 8E33000 4,

TOTALS 114500 6520000 1.4 415500 15,658,000 2.7

wWww.sparc-nigeria.com
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ACTUAL REVENUE TO DATE COMPARED WITH ANNUAL BUDGET, ANALYSED BY COFOG FUNCTION
| | | |

CODE / DESCRIPTION CONSOUDATED REVENUEFUND CAPITAL CEVELOPM ENT FUND TOTAL

70472 Hotels and Restaurants 15,000 | 20,000 a0 - - 15,000 20,000 7o

70721 Generd Medicd Services - - - s 00 - 4,500,000 0.7

70912 Primery Education 62500 6500,000 104 20000 2,120,000 e 3330 860,00 39

70521 Lower Secondary Educati o - = -1 13,000 0.0% - 12000 Q.0

70822 Uoper Secondary Educati o 35,000 - - = 35,000 -

71040 Family & Children - - 5,000 2,500,000 224 w000 2,500,000 224

|

TOTALS 114500 A5o0000 18 505000 5133000 330 419500 15653000 2.7

ACTUAL REVENUE TO DATE COMPARED WITH ANNUAL BUDGET, ANALYSED BY PROJECT _m]
| | |

CODE/ DESCRIPTION __ CONSOUDATEDREVENUEFUND CAPITALDEVELOPMENT FUND TOTAL

000000 Nen project 114,500 6,520,000 1.8%4 - - 114,500 6,520,000 1.8

0000CZ Project 2 -] - 200000 2,000,000 004 200000 2,000,000 10.0%

000004 Project 4 - - 5,000 2,500,000 224 000 250,000 2.2

000007 Project 7 : - : 13,000 0o - 13000 00

000008 Project 8 - - 50,000 120,000 41.7%4 50,000 120,000 41.79%

000012 Project 12 - - - 4,500,000 0.0 - 4,500,000 0.0

TOTALS 114,500 6,520,000 .94 306,000 5,133,000 a3 419500 15653000 2.7

ACTUAL REVENUE TO DATE COMPARED WITH ANNUAL BUDGET, ANALYSED BY GEOLOCATION  [IEEE
| | | |

CODE/ DESCRIPTI OONSOLIDATEDREVENUEEUND CAPITAL DEVELOPM ENT FUND TOTAL
00000000 Statewi 24,000 - 306,000 9,120,000 33 329000 6,120,000 364
12610600 Edat 12,000 . 8 8 12,000 -

12622000 Rl ; 2,200,000 0w - - 2,200,000 0.0/
12622300 SUleja 5000 20,000 75,0 = - 15,000 20,000 7.0
12622400 Tea - - - 13,000 0.0 - 13,000 0.0%4
12631300 Magema 23000 2,500,000 04 8 - 23000 2,500,000 0.9/
12632500 Wushishi 40,500 1,800,000 29 - | - 40500 1,800,000 294
TOTALS 114,500 6,500,000 T4 505000 9,133,000 334 419500 15653000 2.0

Note: As with the budget reports, check that the totals of actual and budgeted revenue are the same on all versions of the reports,
and also agree with the totals on the revenue performance report.

14 www.sparc-nigeria.com




243 Expenditure performance reports

The Expenditure Performance Reports worksheet ("Expenditure Reports’ with a dark blue tab) contains a menu with buttons for

creating reports showing actual expenditure compared with budget.

EXPENDITURE PERFORMANCE REPORTS

MONTHLY PERFORMANCE REPORTS CUMULATIVE 'STATISTICAL' REPORTS

Consolidated Revenue Fund: Actual v Budget by
Meonthly Recurrent Expenditure Economic ems
Performance Report

Capital Development Fund:
Monthly Expenditure Performance
Report

Total Expenditure Performance:
Monthly Report by Economic
Hems

GENERAL PIVOT REPORT

Expenditure - General
Pivot Repert

The menu is in three sections:
M Monthly Performance Reports

B Cumulative Statistical Reports
m  General Pivot Report

Monthly Performance Reports

For Expenditure, there are three monthly performance reports, all pivot tables:

B Consolidated Revenue Fund: Monthly Recurrent Expenditure Performance Report
= Capital Development Fund: Monthly Recurrent Expenditure Performance Report

= Total Expenditure Performance: Monthly Report by Economic Items

The reason why the three reports are provided is that the Capital Development Fund, which contains what in Nigeria is referred
to as ‘Capital Expenditure’, actually also contains some overhead items which have an economic item code in the recurrent ex-
penditure section of the COA. Therefore, in order to properly reconcile budget and actual expenditure for the CRF and CDF it is

necessary to produce separate performance statements.

Examples of the reports are shown on the next page.

www.sparc-nigeria.com
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HOW TO GUIDE

Examples of Expenditure Performance Reports

TOTAL EXPENDITURE (CRF AND CDF) | |
EXPENDITURE PERFORM ANCE REPORT: ACTLW.BCPBIITLREVWT

L= dn  Feb Mar Apr  May Sg ot Fudget  Balance
| =21 PERSONNEL COST 600000 - 2000031000 28000 - - 675,000 B3M,000 7,655,000
=Z2101 SALARY 600000 - 20000 31,000 28000 - - - - - - &/5000 8310000 7,631,000
21010101 SALARY 800000 - 20000 31,000 28000 - - - - - - &r000 8310000 7,631,000
2102 ALLOWANCES ANDSGOAL CONTHEUTION o W . w - - - MO0 38000
21020115 TEACHNG ALLOWANCE e o - * B B w m W w e - 3000 34000
| ©22 OTHER REQURRENT LOSTS ZE0ZAD - 4000 OO - = - - ZE0 35e w0 357
= 2208 OVERHEAD COST 280 220 - 4000 KOO - - - - - - - 352520 3568720
22020107 LOCAL TRAVEL & TRANSPORT: TRAINING - - - - "o - - - - - - 15000 SH000 520,000
22020201 BECTRATY CHARGES 200 = - - = e e a - - 1,200 H50 1320
22020208 INTERNET ACTESS CHARGES 1400 - . - ok & B g = 1,400 . (1,400,
22020802 BOCKS - 4,000 - - - - 4000 1,000,000 556,000
22020810 TEACHING AIDS/ INSTRUCTION MATERIALS - 1.200 - - = = 2 = = = - - 1,200 2,000,000 1,558,800)
2202006 POST AGES& COURIER SFERVICES - 100 - - & - - = = - 1000 20000 19,000
22021070 DRECT TEACHNG & LABORATORY QOST - - - - - - - - - - - - - 23,000 23000
=23 CAMTAL EXPENDITURE - - 500 - 3000 - . - 317,000 28,3000 28,015000)
BZ2301 AXEDASETSPURCHASED - - S00 - 2o - - - - - 17,000 268000 2616000
23010124 FLRCHASE OF TEACHING / LEARNING AIDEQUPMENT - - 5000 - 12000 - - - - : = 17,000 2,620,000 2,505,000
23010125 PURCHASE OF LIBRARY BODKS & BQUIPMENT - - - - & ® ¥ = = & 5 13000 13,000
=236 REHABUTATION / REPAIRS - - - - Qe - - - - - - - 300,000 25,700,000 25,800,000)
23030106 REHABILTATION / REPAIRS - PUBUICSCHOOLS - - - - - - - - - - - - - 24,500,000 24,500,000
[GrardTod GI26002,200 5000 {OO FHEOW - - - - - - - L0GH0 406850 324970
[ CONSOLIDATED REVENUE FUND | | ] | | | |
RECURRENT EXPENDITURE PERFORM ANCE REPORT: ACTUAL EXPENDITURE v BUDGET
=] Jn Feb Mar May Jun Jul Oct Nov Dec Tod
=21 PERSONMEL COST 0000 - 20,000 31,000 28000 - - - - - - - B79,000 8,344,000 7,665,000,
22101 SALARY E00,000 - 20,000 31,000 28000 - - - - - - - 679,000 8310,000 7,531,000
21010101 SALARY 800000 - 20,000 31,000 28000 - - - - - - - 679,000 8,310,000 7,531,000
F2102 ALLOWANCES AND SOQ AL CONTRIBUTION - - - - - - - - - - - - - 34,000 34,000
21020115 TEACHING ALLOWANCE - - - - - - - - - - - - - 34,000 34,000
=22 OTHER RECURRENT COSTS 260200 - - 000 - - . . . . . 13800 @S0 75720
=2202 OVERHEAD COST 2600 2200 - - 15000 - - - - - - - 19800 92520 72720
22020101 LOCAL TRAVEL & TRANSPORT: TRAIMNG - - - - 15000 - - - - - - - 15000 3[000 20,000
22020201 ELECTRIQTY CHARGES 1,200 - - - - - - - - - - - 1,200 14520 13320
INTERMNET ACCESS CHARGES 1,400 - - - - - - - - - - - 1,400 - (1,400
FAOPORI0 TEACHMG AIDS/ INSTRUCTIONMATERIALS - 1200 - - - - - - - - - - 1,200 - (1,200
22021006 POSTAGESE COURIER SERVICES - 000 - - - - - - - - - - 1000 20,000 14000
22021010 DIRECT TEACHING & LABORATORY COST - - - - - - - - - - - - 23000 23000
Grand Tota B02,600 2,200 20,000 31,000 43,000 - - - - - - - %H}O 8,435,520 7,737,720
lﬁmxmmm | = | _
EXPENDITURE PERFORM ANCE REPORT: ACTUAL EXPENDITURE v auaesr. | |
L,erﬁ:urm-u An | Sep Oct Mov Dec Tod | Bdace |
=22 OTHER REQJRRENT COSTS - - 4000 - - - - - - - 4,000 3500000 3495000
= 2202 OVERHEAD COST - - - &0 - - - - - - - - 4000 350000 3456000
22020101 LOCAL TRAVEL & TRANSPORT: TRAINNG = TR e - 50000 500,000
Z20205(2 BOOKS - - 4,000 oW 4000 1000000 996,000
ZZ0P0810 TEACHING AIDS/ INSTRUCTION MATERIALS L oL D . d E oal @ sTe i g - 2000000 ZOOOO0C
=23 CAPIT, - - OO0 - 312000 - - - - - - - 317000 2535000 2801600
= 2301 FIXED ASSETSPURCHASED = % 500 ¢ RO s = = .= -= = 00 20000 00N
2010174 PURCHASE OF TEACHNG / LEARNING AIDEQUIPMENT - - 5000 - 12000 - - - - - - - 17000 2620000 2608000
23010125 PLRCHASE OF LIBRARY BOOKS & EQUIPMENT - - - - T - 13O0 13000
= 2308 REHABLITATICN/ REPAIRS S .- B0 - - - - - - - 300,000 25,700,000 25,400,000
23030106 FEHABLITATION / REPAIRS - PURLIC SCHOOLS - = - . - - - - & = . - 24,500,000 24,500,000
23080111 MUT&TM!IENRS-MM_FADUTES - - - - 3@.@ - - - - - - - 000 000
CracTold ) - - 500040003@000 - - - - - - - 31,888,000 31512000

Since all these reports are pivot tables, they can be easily adjusted to display the requirements of the user, if necessary (e.g.
particular code levels can be displayed or hidden).

Statistical reports
As for revenue, the statistical expenditure reports display performance of actual expenditure for the year to date against the

annual budget figures. For maximum information, each report is divided into sections relating to the CRF statement, the CDF
statement and the total. The expenditure reports show the budget balance remaining after deducting actual expenditure.
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HOW TO GUIDE

Examples of Expenditure Statistical Reports

ACTUAL EXPENDITURE TO DATE COMPARED WITH ANNUAL BUDGET, ANALYSED BY PROGRAM
|

CODE / DESCRIPTION CONSOLIDATEDREVENUE FUND CAPITAL DEVELOPMENT FUND
00 Non-program - - - 300000 1200000 900000 500000 1,200000 900,00
(03 Poverty Alleviation 1,400 - (1,400 - 2500000 250000 1,400 2,500,000 2,458,600
6 rhadngillsadknonledse | 696200 B4%a50| 774030 21,000 ZR1B000 2811200 717.200 %5950 3582320
07 Gender 1,200 - (1,200 - - - 1,200 . (1,200}
|
TOTALS 608800 BA4%50 773720 321,000 31833000 81512000 1019800 40,269,500 39,249,720
ACTUAL EXPENDITURE TO DATE COMPARED WITH ANNUAL BUDGET, ANALYSED BY COFOG FUNCTION |ele==
| |
CODE/ CESCRIPTION CONSOUDATED REVEWEFUND, CAPITAL CEVELOPM ENT FUND TOTAL
70620 Comrrurni ty Develcpment 1,200 - (1,200 - - - 1,200 - (1.200
70912 Primary Fducation @120 8380 e 21,000 6120000 6066000 702200 1449850 13794
70521 Lower Secondary Education 15000 58000 43000 - | 22013000 22018004 15000 22,071,000 22,066,000
70760 Subdidiary Services to Educationy - - - 300,000 1,200,000 900,000 300,000 1,200,000 900,000
71040 Family & Chilaren 1,400 - (1,400 - 2500000 2500000 1,400 2500000 2,498,580
|
TOTALS 800 435570 7.7, 21000 3 000 31,512,000 1,019,800 =20 2

ACTUAL EXPENDITURE TO DATE COMPARED WITH ANNUAL BUDGET, ANALYSED BY GEOLOCATION (Bl

| | |
CODE/ DESCRIPTION  CONSOUDATEDREVENUEFUND CAPITAL DEVELOPMENT FUND TOTAL
00000000 Statewi 677,400 3708520 3026120 321,000 7,320,000 6999000 998400 11,023520 10,025 120
12610500 Bida - - . ) 2,500,000 2,500,000 . 2500000 2,500,000
12610500 Edat - 1,500,000 1,500,000 - - - - 1,500,000 1,500,000
12610700 Gbzko 1,400 - (1,400 - 10,000,000 10,000,000 1400/ 10,000,000 5,966,600
12610900 Katcha 20000 1,620,000 1,500,00] - 12,000,000 12,000,000 20,000 13620,000 13,800,000
12611200 Lavn - 1,590,000 1,590,000 - - - - 1,590,000 1,590,000
12622200 Shiroro - 23,000 23,000) — ] - - - 23,000 23,000)
12622400 Tafa - - - — 13,000 13,000 - 13,000 13,000|
TOTALS 698800 843,500 7,737,720 32,000 31833000 31512000 1,019800 4026952 39,245,720

General Pivot Report

It is often useful to present a summary of expenditure by more than segment of the chart of accounts. The ‘general pivot’ report
enables this. Clicking on the button for ‘Expenditure - General Pivot Report’ brings up a menu for selecting any two dimensions
out of the possibilities Admin, Program, Project, Geographic, Function, Economic and Fund.

In the first example below, we select ‘Program’ then ‘Economic’. In the second example we select ‘Project’ the ‘Geographic’, and
in the third example ‘'Fund’ and ‘Function’. The resulting reports are shown.
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Choose two dimensions for the expenditure report,
from Admin, Program, Project, Geographic,
Function, Economic and Fund.

First dimension | |

Second dimension

Note: You must enter two different dimensions. You cannot leave either one
blank, and they cannot be the same.

_ Concel | x|

TOTAL EXPENDITURE COMPARED WITH BUDGET

Program and Economic ltem

|~ | Actual Exp Budget Fxp Bdanceleft|

=00 Non-progam 300,000 1,200,000 900,000
23030111 REHABIUTATION / REPAIRS- SPORTING FACUTIES 300,000 1,200,000  S00,000
=03 Poverty Alleviation 1,400 2,500,000 2,498,60C]
22020101 LOCAL TRAVEL & TRANSPORT: TRAINING - 500,000 500,000
22020203 INTERNET ACCESS CHARGES 1,400 - (1,400
22020310 TEACHING AIDS/ INSTRUCTIONMATERIALS - 2,000,000 2,000,000
=05 Enhanang skillsand Knowledge 717,200 36,559,520 35,852,320
21010101 SALARY 679,000 8,310,000 7,631,000
21020115 TEACHING ALLOWANCE - 34,000 34,000
22020101 LOCAL TRAVEL & TRANSPORT: TRAINING 15,000 35,000 20,000
22020201 ELECTRIATY CHARGES 1,200 14,520 13,320
22020302 BOOKS 4,000 1,000,000 995,000
22021006 POSTAGES & COURIER SERVICES 1,000 20,000 19,000
22021010 DIRECT TEACHING & LABORATORY COST - 23,000 23,000
23010124 PURCHASE OF TEACHING / LEARNING AIDEQUIPMENT 17,000 2,620,000 2,603,000
23010125 PURCHASE OF LIBRARY BOOKS & EQUIPMENT - 13,000 13,000|
23030106 REHABILTATION / REPAIRS- PUBLIC SCHOOLS - 24,500,000 24,500,000
=07 Gender 1,200 - (1,200)
22020310 TEACHING AIDS/ INSTRUCTION MATERIALS 1,200 - (1,200]
Grend Totd 1,019,800 40,269,520 39,249,720,

18
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Project and Geographic

.~ | Actud Exp Budget Exp Bdanceleft

TOT AL EXPENDITURE COMPARED WITH BUDG|

=1000000 Non project 698,800 8,436,520 7,737,720

00000000 Statewide 677,400 3703520 3,026,120

12610600 Edati - 1,500,000 1,500,000
12610700 Gbako 1,400 - (1,400,
12610900 Katcha 20,000 1,620,000 1,600,000
12611200 Lavun - 1,590,000 1,580,000
12622200 Shiroro = 23000 23000
= 000001 Project 1 9,000 3500,000 3491,000
00000000 Statewide 9,000 3,500,000 3491,000
=000002 Project 2 - 10,000,000 10,000,00C
12610700 Gbako - 10,000,000 10,000,00C
= 000003 Project 3 - 12,000,000 12,000,00C
12610900 Katcha - 12,000,000 12,000,00C
=000004 Project 4 - 2500,000 2,500,000
00000000 Statewide - 2,500,000 2,500,000
= 000005 Project 5 300,000 1,200,000 900,000
00000000 Statewide 300,000 1,200,000 900,000
= 000006 Project 6 - 2500,000 2,500,000
12610300 Bda - 2500,000 2,500,000
2000007 Project 7 - 13000 13000
12622400 Tafa - 13000 13000
= 000008 Project 8 12000 120,000 108,000
00000000 Statewide 12000 120,000 108,000
Grand Totd 1,019,800 40,269,520 39,249,720

TOTAL EXPENDITURE COMPARED WITHBUDGET

Fund and Function

|~ | Actud Exp Budget Fxp Bdanceleft

=02101 CRF -M AINENVELOPE

698,800 8436520 7,737,720

70620 Community Develocpment
70912 Primary Education
70821 Lower Secondary Education
71040 Family & Children

= 03101 CAPITAL DEVELOPMENT FUND

1,200 - (1,200

681,200 8378520 7,697,320,
15000  S8000 43000
1,400 - (1,400}

309,000 29,200,000 28,891,00C

70760 Subsdiay ServicestoEducation
70912 Primary Education

300,000 1,200,000 900,000
9000 6,000,000 5,991,000

70921 Lower Secondary Education - 22,000,000 Z22,000,00d|
=08116 NORDICDEVELOPMENT FUND - 13,000 13,000
70821 Lower Secondary Education - 13,000 13,000

=08119 UNITED NATIONS CHILDREN SFUND (UNICEF)

- 2,500,000 2,500,000

71040 Family & Children
10103 SCHOOL LEVIES

- 2300000 23500,000
12000 120,000 108,000

70912 Pnimary Education

12,000 120,000 108,000

Grend Tota

1,019,800 40,269,520 39,249,720
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Extending the capability of the General Pivot Report

Note that the pre-formatted ‘General Pivot' reports can be tailored by the user if required, because the pivot table is accessible
for making alterations.

For example, suppose we want a report that analyses by three dimensions: Admin, Program and Economic items.

Firstly we click on the ‘General Pivot Report’ button, then from the selection form choose first Admin and second Program. The
result is shown below.

TOTAL EXPENDITURE COMPARED WITHBUDGET |
Admin and Program |
|~ | Actud Exp Budget Exp Bdanceleft
= (051700100100 MINISTRY OF EDUCATION 1,007,800 40,149,520 39,141,720
00 Norn+progam 300,000 1,200,000 900,000
03 Poverty Alleviation 1,400 2,500,000 2,498,60C
05 Enhending Skills and Knowl edge 705,200 36,449,520 35,744,320
07 Gender 1,200 - (1,200,
= (051700300100 UNIVERSAL BASCEDUCATION BOARD 12,000 120,000 108,000
05 Enhendng kills and Knowledge 12000 120,000 108,000
Grend Totd 1,019,800 40,269,520 39,249,720

To adapt the pivot table, click anywhere within the report. The pivot table field list appears, as shown below. Drag the ‘Econ’
field down to the ‘Row Labels’ part of the Field List.

PivotTable Field List v x PivotTable Field List v x
Choose fields to add to report: ':El - Choose fields to add to report: a-
| Admin [+ Admin |
|+ Program |+ Program
|[IProject [CJProgect
[[JGee [JGeo
[(JFuncbion [JFunction
['J&m- [v/Econ
[CJFund [[JFund
|¥ Budget [ Budget
[¥] Actual | Actual
|+ Balance |+ Balance
Drag fieids between areas below: Drag fields between areas below:
¥ Report Filter 1 column Labels W Report Fiter 2 ColmnLabels
| & velues =1 T Velues b
L4 Rowlsbes X Vokes 1] Row Labels T Vo
| Admin v | | AchdBp v | Admin v | | actalEep  +
| Program v | | BudgetBr v | Program v | | Bucgetep v
Balance left - Econ - Balarce eft -
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The resulting table analyses the expenditure by Admin, Program and Economic Items:

|~ | Actud Exp Budget Exp Baancelleft|

=051700100100 MINISTRY OF EDUCATION 1,007,800 40,149,520 39,141,720
=00 Non-program 300,000 1,200,000 900,000
23030111 REHABLITATION / REPAIRS- SPORTINGFACIITIES 300,000 1,200,000 900,000
=108 Poverty Alleviation 1,400 2,500,000 2,498,60()
22020101 LOCAL TRAVEL & TRANSPORT: TRAINING - 500,000 500,000
22020203 INTERNET ACCESS CHARGES 1,400 - (1,400
22020310 TEACHING AIDS/ INSTRUCTION MATERIALS - 2,000,000 2,000,000
5105 Enhenaing ills and Knowledge 706,200 36,449,520 35,744,320
21010101 SALARY 679,000 8310,000 7,631,000
21020115 TEACHING ALLOWANCE - 34,000 34,000
22020101 LOCAL TRAVEL & TRANSPORT: TRAINING 15000 35000 20,000
22020201 ELECTRICITY CHARGES 1,200 14520 13,320
22020302 BOOKS 4000 1,000,000 986,000
22021006 POSTAGES& COURIER SERVICES 1,000 20,000 19,000

22021010 DIRECT TEACHING & LABORATORY COST - 23,000 23,000
23010124 PURCHASE OF TEACHING / LEARNING AIDEQUIPMENT 5000 2,500,000 2,495,000

23010125 PURCHASE OF LUBRARY BOOKS & EQUIPMENT - 13,000 13,000
23080106 REHABUTATION / REPAIRS - PUBLI C SCHOOLS - 24,500,000 24,500,000

=07 Gender 1,200 - (1,200
22020310 TEACHING AIDS/ INSTRUCTION MATERIALS 1,200 - (1,200)

= 051700300100 UNIVERSAL BASCEDUCATION BOARD 12000 120,000 108,000
=105 Enhenangkillsand Knowledge 12,000 120,000 108,000
23010124 PURCHASE OF TEACHING / LEARNING AIDEQUIPMENT 12,000 120,000 108,000
Grend Totd 1,019,800 40,269,520 39,249,720

2.5  Adding budget and accounting data to the template

When you have followed all the examples in sections 2.3 and 2.4 above, you can practice adding new lines of data to the data
input sheets. After adding each line of data, you can check any of the reports to see how they have changed.

251 Adding budget data

The budget data is held on the four sheets with light blue tabs: RevenueBudget, CapRecBudget, Recurrent Budget and Capital
Budget.

The data is entered by selecting the chart of accounts segments from the drop down menus (see the illustration below) and
typing in the description and numerical amounts.

Remember that all the chart of accounts segments in a row of data must be given a value by selection from the lists. Do not
leave any blank. If a segment does not apply to a particular budget item, remember to use the ‘non-value' codes (e.g. non-project
and non-program, described in section 2.3.1).
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Control totals

If all the analysis columns in the data entry sheets are completed for all the data, both, the reports will all add up to the same
total figures for revenue and expenditure. In order to check this at all times, the BPRT has control totals on the data input sheets

and a facility to generate a control totals report at any time.

Select the chart of accounts segments from the drop down menus

A | | 8

: c | D
1 Admin Program Project Geo Functior|
05 Enhancing Skills and
1051700100100 MINISTRY OF EC g 000000 Non project 00000000 Statewide 70912 Pi
2 Knowledge
ing Skil
051700100100 MiINISTRY OF ¢ O T nencing Skillsand 000 Non project 12610600 Edati 70912 Py
| 3:] Knowledge
05 Enhancing Skills and
051700100100 MINISTRYOFEL — o C 8>« 3N% 050000 Non project 12610900 Katcha 70912 P
EX Knowledge
05 Enhancing Skills and
1051700100100 MINISTRY OF EC g 000000 Non project 12611200 Lavun 70912 Py
| 5 Knowledge
. 05 Enhancing Skills and
051700100100 MINISTRYOFEL ~ o8 >KlE3NS - 000000 Non project 00000000 Statewide 70912 P
6 | Knowledge
051700100100 MINISTRY OF ep > EhancingSkillsand - 0000 Non project 00000000 Statewide 102+ |
7 ' Knowledge proj Educatid
| 05 Enhancing Skills and
1051700100100 MINISTRY OF EC NESMISANY 500000 Non project 00000000 Statewide 70912 P
8 Knowledge
| 05 Enhancing Skills and
1051700100100 MINISTRY OF EC 000000 Non project 00000000 Statewide 70912 Py
9 | Knowledge
. 05 Enhancing Skills and 70921 L4
1051700100100 MINISTRY OF EC ng 000000 Non project 12622200 Shiroro :
10 Knowledge Educatig
1 -
12 0111 GOVERNOR'S OFFICE A
——1011100100100 GOV. HOUSE
13 011100100200 DEPUTY GOVERNOR'S ¢
14 011100200100 OFFICE OF THE SPECD
% 1011100300100 BOUNDARY ADJUSTME
15 | 011100500100 ADVISER/ ASSISTANT -
[ 16 | 011100700100 ENTERPRISES DEVELOF
-—=1011100800100 STATE EMERGENCY Ma ¥
17
18
=

Practice adding data into all four budget data entry sheets. If you wish to enter data under COA codes that do not exist, do not
attempt to do so at this stage. We will discuss adding COA codes later, in section 3.1.

Copying and pasting COA segment data

If you have already selected a chart of accounts code from the drop down menu and need to use it again in another transaction,
you may simply copy and paste it from the first transaction to the second. This can save a lot of time if the chart of accounts
code is repeated in many transactions. For example, if in the above example, most of the transactions are for 051700100100
MINISTRY OF EDUCATION, this code can be copied and pasted to all the transactions data lines where it applies.
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25.2 Adding accounting data

The accounting data (transactions data) is held on the two sheets with the red tabs, one for revenue (RevTrans) and the other
for expenditure (ExpTrans).

Adding the chart of accounts segments data is the same as described for adding data to the budget: select from the drop down
lists, or copy and paste if it will save time. The data to be typed in is the date, document reference, description and amount.

The date: Use the format dd/mm/yyyy or mm/dd/yyyy, depending on how your computer has been set up, but be consistent!
You can check whether you used an acceptable format because the month of the transaction is automatically generated in column
L from the date that you typed into column A. e.g. using the format dd/mm/yyyy, the date 05/01/2015 automatically generates
the month name ‘Jan’ which is used in the monthly performance reports.

Document reference: There is no required format for this data.

As with the budget data, check the control totals on the data entry sheets, and check how the reports have changed after entering
each line of data.
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3.  Adapting the template to live data requirements

This section deals with issues that arise when the template is used to record live data of a state, ministry, department, agency
or project:

m  Adjusting the chart of accounts codes;

B Dealing with COA segments that are not used.
3.1 Adjusting the chart of accounts codes
The BPRT version with test data has been set up using a typical Chart of Accounts based on the National Chart of Accounts
(NCOA). However individual states, MDAs or projects using the template will have variations to the chart of accounts including
additional detailed codes and therefore need to know how to adjust the chart of accounts codes lists if necessary.

311 Unhiding the COA sheets

The chart of accounts codes are held on the Chart of Accounts Worksheets (see section 1.3) which are hidden sheets. To change
the data, the sheets must be ‘unhidden’.

Follow the menu: Home = Format = Hide & Unhide = Unhide Sheet.

This leads to the Unhide menu. The eight hidden COA charts are:

‘ Iove or Copy Sheet.
200,00 Tab Color ] 03 CAPITAL
SR 2 As an example, we will unhide and change the Project Chart. Click on
B! onco Feb  02CRF ProjectChart and OK. The chart is made visible.
40,50 T forma Com.. Mar  02CRF
s IRy
08119 UNITED p——
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Q2 . J= | =IFERROR(CONCATENATE(A2," ",82),"")
4| A I B |' £ | o | E
1 L ProjCode ProjDesc Project
g_;mmm 'Non project 000000 Non project
3 "000001 Project 1 000001 Project 1
- Project 2 000002 Project 2
Project 3 000003 Project 3
Project 4 000004 Project 4
Project 5 000005 Project S
Project 6 000006 Project 6
Project 7 000007 Project 7
Project 8 000008 Project 8
Project 9 000009 Project9
Project 10 000010 Project 10
Project 11 000011 Project 11
Project 12 000012 Project 12

Columns A and B contain data: the project code and the project description. Column C is generated automatically by ‘concate-
nating’ (joining together the code and the description).
312 Changing COA codes or descriptions - example

In our sample data, none of the projects have been given names. We will give a name to Project 1: “Enhanced teaching materials
for schools”. Type the name in column B. Column C will automatically update - do not touch it.

4 A | 8 4

1 ProjCode ProjDesc Project

2 | Non project _ 000000 Non project

3 Enhanced teaching materials for schools 000001 Enhanced teaching materials for schools

4 Project 2 000002 Project 2

E Project 3 000002 Project 3
Project4 000004 Project4
Project S 000005 Project S
Project 6 000006 Project6
Project 7 000007 Project 7
Project 8 000008 Project 8
Project 9 000003 Project §
Project 10 000010 Project 10
Project 11 000011 Project 11
Project 12 000012 Project 12

When you have finished updating the sheet, hide it: Right-click on the tab for the worksheet ProjectChart and choose 'Hide'.

Update the code in the budget and transactions data
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In our test data, Project 1is included only on the CapitalBudget and ExpTrans worksheets. To avoid typographical errors, change
the project codes by using the drop down menus, not by retyping. The change is illustrated below in the CapitalBudget data

worksheet.

Project

Geo

Function

| 000001 Project1
| 000001 Project1

1000002 Project 2
| 000003 Project 3

00000000 Statewide
00000000 Statewide

70912 Primary Education

12610700 Gbako
12610900 Katcha

70912 Primary Education
70921 Lower Secondary Edug
70921 Lower Secondary Edud

000004 Project4

00000000 Statewide

71040 Family & Children
00004 D ta 0000000 Statewide 71040 Eamily & Child

Under the project column, press the down arrow beside ‘Project 1" and you will see that the code name has now changed to
‘Enhanced teaching materials for schools’. Select this.

Project

Geo

Function

000001 Enhanced teaching materials for schools
000001 Enhanced teaching materials for schools

000002 Project 2
000003 Project 3
000004 Project4
000004 Project4
000005 Projects
000006 Project 6
000007 Project?7

000008 Project8

12610700 Gbako
12610900 Katcha

00000000 Statewide
00000000 Statewide
00000000 Statewide

12610300 Bida
12622400 Tafa

00000000 Statewide

00000000 Statewide
00000000 Statewide

70912 Primary Education
708912 Primary Education
70921 Lower Secondary Educati
70921 Lower Secondary Educati
71040 Family & Children
71040 Family & Children
70760 Subsidiary Services to Ed
70912 Primary Education
70921 Lower Secondary Educati

70912 Primary Education

Project 1 occurs twice in the ExpTrans worksheet:
By using the dropdown menus, again change the code description for Project 1, and all the reports will automatically be updated.

04/03/2015

12/03/2015

04/04/2015

13/04/2015

1500092

1500145

1500201

1500241

05/02/2015 1500035 051700100:07 Gender

05 Enhancing Skills
051700100:
and Knowledge

051700100 05 Enhancing Skills
and Knowledge

05 Enhancing Skills

051700100:
and Knowledge

05 Enhancing Skills
051700100;
and Knowledge

05 Fnhancine Skills 000000 Non 00000000 20912 Primany

000000 Non
project

000001 Projectl

000000 Non
project

000001 Project 1

000000 Non
project

70620
Statewid Community
(|
“ Development
00000000 70912 Primary
Statewide Education
12610900 Katcha 0212 Primary
Education
00000000 70912 Primary
Statewide Education
00000000 70912 Primary
Statewide Education

Check this by looking at the budget and transactions data sheets and by looking at reports containing analysis by projects.

70620
000000 Non 00000000
05/02/2015 1500035 051700100:07 Gender . ) Community
project Statewide
Development
000001 Enhanced
05 Enhancing Skills o EMANCE 5000000 70912 Primary
04/03/2015 1500092 051700100: teaching materials ) .
and Knowledge Statewide Education
for schools
05 Enhancing Skills 000000 Non 70912 Primary
12/03/2015 1500145 051700100: 12610900 Katcha .
and Knowledge project Education
000001 Enhanced
05 Enhancing Skills . i 00000000 70912 Primary
04,/04/2015 1500201 051700100: teaching materials ) -
and Knowledge Statewide Education
for schools
05 Enhancing Skills 000000 Non 00000000 70912 Prima
13/04/2015 1500241 051700100: ne > ) - rrimary
and Knowledge project Statewide Education
05 Enhancing Skills 000000 Non 00000000 70912 Primary
13/04/2015 1500341  0S51700100°
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The reports update automatically

No manual changes need to be made to reports because they are created automatically from the data sheets. Test all the reports
that contain analysis by projects. Some are shown below.

TOTALBUDGET BY PROJECTS |
| I
RBvBNUE  Amont
000000 Non project . 6,520,000
000002 Project 2 | 2,000,00C
000004 Project 4  2500,000
000007 Project 7 | 13,000
000008 Project 8 I_ 120,000
000012 Prﬂ‘ect 2 | 4I%ooo
|
000000 Non project 8436520
000001 Enhanced teachingmaterids for schod's. ~3500,000
000002 Project 2 ~10,000,00C
000003 Project 3 ~12,000,00C
000004 Project 4 2500000
000005 Project S ! 1,200,000
000006 Project 6 2500000
000007 Project 7 | 13,000
000008 Project 8 | 120,000

ACTUAL EXPENDITURE TO DATE COMPARED WITH ANNUAL BUDGET, ANALYSED BY PROJECT
| | |

COLE / CESGRIPTION CONSOLIDATED REVENUEFUND. CAFITAL DEVELOPM BT FUND TOTAL
£000C0 Non project 696800 BABSN 773,72 - - - BE6800  BABSO  7,73/,72]
£00001 Enhanced teachingmatenais for schodls| - - - 5000 3500000 2491,000) 9000 3500000 3,491,000
COOOC? Project 2 - . - - 10,000,000 10,000,000 - 10,000,000 10,000,000
£00006 Froject 3 - - - - | 12000000 12,000,001 - 12000000 12.000,00
£00004 Projact ¢ - - - - | 2500000 2500000 - 2500000 250,00
Q00006 Prqg;t 5 - - - 300, 1,200,000 500,000 300,000 ! Pmrm SO0, 000
£00006 Project & - - - - | 2500000 2500000 - 2500000 2,500,00]
£O0007 Project 7 - -] - - 13,000 13,000 - 13000 13000
£0000E Project B - - - 12000 120000 08000 12000 120000 10§,
TOTALS 656800 B4%o 7737720 2L000 3LEER000 31512000 1L01SB00 40769500 35,249,721

313 Rules for changing the COA codes

Changes to the COA codes like the above example can be made to any of the COA worksheets. The only stipulations are:

W The COA for economic items must be in the NCOA 8-digit format (Account Type, Sub-Account Type, Account
Class, Sub-Account Class, and Line Item);

B The worksheets for other COA dimensions must be formatted in the same design as the COA sheets included in
this version of the BPRT. The codes may be different but the columns on the sheet must be the same;

B Change the columns in which data is entered (numbers or names). Do not change any of the columns where a
formula is used.
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3.2  Dealing with COA segments that are not used

Although the FAAC IPSAS reporting guidelines ask for statistical analysis of revenue and expenditure across all the dimensions
covered in this guide, it is reasonable to assume that most states will not have a complete COA for all dimensions.

For this reason we have included ‘non-value’ codes for dimensions that may not yet be included in the chart of accounts, or
where there is insufficient data to assign revenue or expenditure to a detailed COA code.

When the BPRT is used, all dimensions must be completed on the data input forms, so use these ‘non-value' codes whenever a
COA code does not exist. Do not leave the code entry blank, or items may be omitted or wrongly assigned.

Section 4 includes an example of using the template when only the traditional budget heads are used: administrative and
economic codes for recurrent items, and project codes for capital items.
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4. Using the template to record live data

4.1 Pre-requisites

Live data should not be entered into the BPRT until:

B You have practiced with the test data given, as described in this guide;
B The chart of accounts which will be used is substantially agreed and entered onto the COA sheets in the template;

m  The dimensions of the COA which will not be used have also been agreed and have been replaced with ‘non-value’ codes, as
described in 3.2 above.

4.2  Preparing the budget

The format of the budget determines the amount of detail that should be captured in the actual transactions. If the budget is
analysed only by administrative units, economic items and projects, then capturing actual transactions and accounting data
under other dimensions such as function or geography will be interesting but of no use in performance reports.

It is therefore recommended that the first step towards the multi-dimensional IPSAS reporting framework is to analyse the budget
in as many dimensions as possible.

The key rule for having a multi-dimensional budget is that the budget must balance across all the dimensions used.

It is no use having a master budget expressed by administrative units and economic items with some side analysis on funds,
functions, programs or geography that does not reconcile with the master budget. The budget totals must agree when analysed
by all dimensions used in the COA, otherwise the statistical reports will be of little value.

States have various tools for preparing their budgets. The BPRT is not a budget preparation tool per se, but it is a useful aid in
ensuring that the budget control totals are the same when analysis is carried out under all the dimensions used.

The first step towards using the BPRT for live data should therefore be to enter the actual budget into the BPRT using the four
budget data sheets provided: RevenueBudget, CapRecBudget, RecurrentBudget and CapitalBudget.

If the budget data is not sufficiently detailed to enable this, then either one or more COA segments need to be ‘dropped’ from
the budget and replaced with ‘non-value codes’, or else more work needs to be done to analyse the budget in more detail.

Having prepared the budget in as much detail as possible, you will have a realistic idea of which dimensions of the budget
classification can be used in practice. Any dimensions that are not to be used should be replaced by ‘non-value’ codes.
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4.3  Capturing the transactions data

The paperwork associated with capturing actual transactions will need to be made more detailed so that, ideally, for every
transaction the administrative unit, program, project, geographic location, economic item, fund and amount are recorded. If this
data is not recorded on the documentation behind the transactions, it cannot be recorded into the accounting system of the
BPRT.

Again a decision needs to be made about how much of this is practically possible, and hence which dimensions of the COA will
be used in practice, and which need to be dropped and replaced by ‘non-value' codes.

4.4  Example of BPRT using only ‘traditional’ COA segments

The example described in this section uses the BPRT to record data using only a few dimensions of the COA. It is contained in
the file ‘Budget Performance Reporting Template.basic.xlsm'.

The example records budget and actual data using three segments of the COA, Administrative Unit, Economic Item, and Project.

M Recurrent budget items use the dimensions Administrative Unit and Economic Item. Recurrent transactions are classified
as 'non-project’.

= Capital budget items use the dimensions Administrative Unit, Project and Economic Items.

B The dimensions for Program, Geo, Function and Fund are not used at all, and are replaced with the ‘non-value codes’ listed
in section 3.2.

m At first sight it may seem tedious to enter the non-value codes for all budget items and transactions, but this is easily done
by copy and paste down a range of items.

Data

The columns program, geo, function and fund are always filled with non-value codes. The project column records a project code
when relevant, otherwise non-project.
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Examples:

Adnn ____ |Progam Project Geo Function Econ Amount Furd
e~ ko 000000 Nen  00OOOOCO. 700 Unassgned ‘ 12070452 SCHOOL/ TUTION/ . 00 Unaesigned
AT (0 Nnprogam |- ent Statewide funcion EXAMINATIONFEES Fund
CB1701800100 STATE (oo 000000 Nen 00000000 700 Unzmsigned | 12020452 SCHOOL/ TUTION/ 120000000 Uremgned
POLYTECHNIC | project Statewde Furction EXAMINATION FEES " Furd

[Admin Progam  |Project Geo |Function |Econ Amount  Fund
051700100100 MINSTRY OF (00 Nor- 000001 Enhenaingiuition 00000000 700 Unasagned | 13020202 CAPITALFORBIGN |1 0 /00 Unassgred
EDUCATION progan materids for schools Statewide function GRANTS Fund
021500100100 MINISTRY OF |00 Nen- 000002 Statewide 00000000 | 700 Unassgned | 140302 INTERNATIONAL 6,000,000 %0 Unassgned
AGRICULTURE progam  Agicultrd Project Statewide  Function LOANS BORROWINGS RECEPT Fund

Reports

The relevant reports are:
Budget:
W Control totals
M Total budget listing by segments
= Total budget by:
Admin Unit
Economic Items

Projects

B Recurrent budget by Economic Items

m  Capital budget by Economic Items

Monthly Performance Reports:

M All of these reports for revenue and expenditure

Statistical reports:

I Revenue and expenditure reports for admin unit, economic items and projects.
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5. Advanced use of the template

To fully understand the template it is necessary to understand the programming code written in Visual Basic for Applications
(VBA) which creates the reports.

To see the VBA code, you need to install the ‘Developer’ section of the Excel menu. See an Excel guide for how to do this.

m Macros Inscrf Page layuut Fnrlnulas Data Review - View | Developer | Power Query
" record Macro o < (& Properties /=== =5 Map Properties [ Import =
il P i Q)
2 [{& use Relative References G view Code =d &l Bxpansion Packs o) Bxport
Visual Macros Add-ins COM Insert Design urce Document
Basic A\ Macro Security Add-Ins #l Run Dialog § Refresh Data Panel
Code Add-ins Cunlmls | XML Modify

The program instructions are written in macros, which can be examined by looking at the ‘Visual Basic' menu at the left of the
ribbon.

idh Fle fdt View joset Format Debug Bun JTooks Addns Window Help -8 x

SE.'H A-a;‘_sd& "rr- » nad NS5Y - @ tarcan

l Prrion Explicit -
Dim Dl As String, D2 As String

Dim LascRowl As Integer, LastRowl As Integer

Dix RavData A® Range

Die PviTbl As PivetTable

Dim pviFld As FivotField

Sub ExpStatRepPivet()

Application.Screenlpdating = False

Sheet14 (ExpTrans)
Sheet1$ (RevTrans)
) Sheet 16 (Dates)
) Sheet 17 (Expenciture Reports)

MY Chash 98 Dt i D b

MagBox (D1 & ™ yep * & D2)
Call GenerateTctalBudget

‘Create 'TotalData' sheet
Application.DisplayAlerts = False
On Error Resume Next

Sheets ("TotalData®) .Delete

On Error Geole 0
Application.Displayhlerts = True
Sheets.Add.Name = "JotalData™
*Copy total budget expenditure to *TotalData' sheet
Sheecs ("TotalBudget™) .Select

Range (“A3") .CurrentRegion.Capy

Sheets ("TotalData®™) .Select

Range (*Al").Select

ActiveSheet.Faste

Selection.WrapText = False

Rows ("1%) .Delete

Columns (*F:r*) .Copy
Columns (“H:HE") .Select
ActiveSheet . Paste
Columns (*F: ") .Select
Application.CutCopyMode = False

Selection.Delete Shift:=xiTclef: >
» |

il KT

Using VBA codes, the reports can be adapted and new reports can be created. Use of macros and VBA in Excel is outside the
scope of this user guide, but it is a valuable study which can help you to enhance the spreadsheets in use by your organisation.
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