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Abbreviations and acronyms

BPRT               Budget Performance Reporting Template

COA                Chart of Accounts

COFOG           Classification of Functions of Government

FAAC              Federal Accounts Allocation

IPSAS              International Public Sector Accounting Standards

MDAs             Ministries, Departments, Agencies

NCOA             National Chart of Accounts

SPARC            State Partnership for Accountability, Responsiveness and Capability 

VBA                 Visual Basic for Applications
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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:

1.2      Reports generated by the BPRT

The reports generated by the BPRT are:

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. 

n

n

n

n

n

A detailed listing of the annual budget, and summaries of the budget under each dimension of the

NCOA.

Monthly and cumulative actual revenue and expenditure, analysed against the budget by economic

items.

Year to date totals of actual revenue and expenditure analysed against the budget by economic,

functional, program, project, geographical and funding dimensions of the NCOA.  

Budget Reports:

Performance Reports:

Statistical reports: 
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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.

1.3      Structure of the BPRT

The structure of the BPRT is easy to understand. Three types of worksheets and one user form are kept permanently in the

template:

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’
1
.

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.

1.4     Chart of Accounts dimensions

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.

1.5      Learning to use the Budget Performance Reporting Template

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

The user records budget and accounting data for revenue and expenditure on these sheets.

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.

These are menus used for generating the reports summarising budget and actual revenue and

expenditure. 

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. 

Data input worksheets:

Chart of Accounts worksheets:

      

Report menu worksheets:

Navigation form (menu):

1 The template contains programmed instructions for generating the reports. These are covered in Section 5. 
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Using the template with the test data provided:

1.    Generating reports using the test data included with the template;

2.   Entering new data into the template, and observing the changes in the reports.

Adapting the template to live data requirements:

3.   Adapting the chart of accounts codes;

4.   Entering data when some dimensions of the chart of accounts are not being used.

Using the template for live recording of data:

5.   Entering the budget;

6.   Entering actual data.

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

2.2.1     Sheets in the template

The template contains nine sheets:

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

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

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

ExpTrans)

n

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:

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

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.

The four budget data entry sheets each contain eight worksheet columns for entering budget data, and a set of test data

for the budgets.

1.

2.



The next sections will explore the contents of the worksheets in more detail. 

2.3     Exploring the budget

2.3.1     Budget data entry sheets

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

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

Columns 1 to 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)

            Note the use of the categories ‘000000 Non project’ and ‘00000000 Statewide’.
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The two transaction data sheets both have 13 worksheet columns for entering actual transactions data, and a set of test

data for the transactions.

3.

The BPRT is a powerful tool for creating a balanced budget using the different segments of the chart of accounts.  The facility of

the template for budget data entry and reporting can be used as a tool by budget departments even if the tool is not used for

capturing accounting data.  We will therefore start by exploring the budget data and reports in the template contained in the

template ‘Budget Performance Reporting Template.data.xlsm’.

Note: Some of the chart of accounts segments are irrelevant to particular transactions. If so, the entry for those segments must

not be missed out – instead the ‘non-value’ code is used. For example, in the RevenueBudget, if revenue is not associated with a

program, the code ‘00 Non-program’ is used. If it is not associated with a project, the code ‘000000 Non project’ is used.  If

revenue is not associated with a particular geographic location, the code ‘00000000 Statewide’ is used, and so on.  If this

technique is used consistently, the budget will balance across all the chart of accounts segments. 

RevenueBudget Revenue Receipts budget items

CapRecBudget Capital Receipts budget items

RecurrentBudget Recurrent Expenditure budget items

CapitalBudget Capital Expenditure budget items

n

n

n

n



2.3.2   Budget reports

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 Report examples
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Test whether the budget reconciles across the segments, by checking the control totals for each. The totals for revenue and

expenditure should be the same, no matter which segment of the COA is used to analyse the budget.  In the examples shown,

the total revenue is always 15,653,000 and the total expenditure is 40,269,520. 

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.   

Each report contains a close button.  Practise opening the reports from the Budget Reports sheet,

then closing them using the close buttons.

n

n

n
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Note: When the ‘Close’ button is pressed, no data is lost. All the data is contained on the budget data entry sheets (see above).

The budget sheets are reports that can be created when needed and deleted when not needed, and will always represent the

latest data on the data entry sheets.

2.4     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.   

2.4.1    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):

RevTrans: Revenue and Capital Receipts Transactions

ExpTrans: Expenditure Transactions (Recurrent and Capital)

n

n
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Date DocRef Admin Program Project Geo Function
     

Econ Description Amount Fund Month Statement

Both sheets have 13 worksheet columns for entering actual transactions data, and a set of test data for the transactions.

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
2

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
3

or CDF
4

. 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

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

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. 

2.4.2   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. 
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Click OK and the report for Independent Revenue is produced.

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
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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.
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2.4.3   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. 

The menu is in three sections:

Monthly Performance Reports

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

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.

Monthly Performance Reports

Cumulative Statistical Reports

General Pivot Report

n

n

n

Consolidated Revenue Fund: Monthly Recurrent Expenditure Performance Report

Capital Development Fund: Monthly Recurrent Expenditure Performance Report

Total Expenditure Performance: Monthly Report by Economic Items

n

n

n
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Examples of Expenditure Performance Reports

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.

Note: For full compliance with the IPSAS requirements, the expenditure reports should show committed expenditure as well as

actual expenditure, but this requirement has not yet been included in the template. It has been deferred until reliable information

on commitments is available. 
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Examples of Expenditure Statistical Reports

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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Examples of the General Pivot Report
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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.

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.
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The resulting table analyses the expenditure by Admin, Program and Economic Items:

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. 

2.5.1     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

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. 

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.



23www.sparc-nigeria.com

2.5.2   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:

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. 

3.1.1      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: 

Adjusting the chart of accounts codes;

Dealing with COA segments that are not used.

As an example, we will unhide and change the Project Chart.  Click on

ProjectChart and OK. The chart is made visible. 

n

n

RevenueChart Revenue economic items

ExpenseChart Expense economic items

FunctionChart Functions (COFOG)

ProgChart Program codes

ProjectChart Project codes

FundChart Fund codes

GeoChart Geographic codes
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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).

3.1.2     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.

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 

When the COA is changed in this way, all the budget and accounting data that refers to this COA code must be updated manually.

For this reason, it is important to substantially agree the chart of accounts before live data is entered in bulk. 
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In our test data, Project 1 is 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.

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 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.

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

3.1.3     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:

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);

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;

Change the columns in which data is entered (numbers or names). Do not change any of the columns where a

formula is used.  

n

n

n
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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.  

Program: 00:  Non-program

Project: 000000:  Non project

Geo:    00000000:  Statewide

Function: 700: Unassigned Function

Fund:   00  Unassigned Fund 



4.    Using the template to record live data

4.1      Pre-requisites

Live data should not be entered into the BPRT until:

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.

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.  
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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.

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.

You have practiced with the test data given, as described in this guide;

The chart of accounts which will be used is substantially agreed and entered onto the COA sheets in the template;

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.

n

n

n
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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.  

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.

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.

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. 

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. 

n

n

n

n
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Examples:

Reports

The relevant reports are:

Budget: 

Monthly Performance Reports:

Control totals

Total budget listing by segments

Total budget by:

n

n

n

All of these reports for revenue and expendituren

Statistical reports:

Revenue and expenditure reports for admin unit, economic items and projects.n

Recurrent budget by Economic Items

Capital budget by Economic Items

n

n

Admin Unit

Economic Items

Projects

n

n

n



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. 

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

ribbon.

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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Contact details
SPARC has eleven offices in Nigeria. For more information on our work:

Email: info@sparc-nigeria.com

Or

at ask@sparc-nigeria.com

Telephone: +234 (0) 809 564 3426

Visit our website: www.sparc-nigeria.com

Find us on Facebook www.facebook.com/SparcGovernanceNews

The opinions expressed in this leaflet are those of the authors and do not necessarily represent
the views of the Department for International Development.
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