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1. Introduction

This guide suggests a process for creating a corporate plan using the Adaptive Planning system.
It can be used by an implementer who is an employee or partner of Adaptive Planning, assisting
customers, or by Adaptive Planning customers who have chosen to perform their own

implementations.

This guide assumes pre-existing knowledge of the Adaptive Planning system. Following are
recommended sources for Adaptive Planning training (in addition to live training provided by the

Adaptive Planning Customer Service team):

e Customer training guides can be found by following the Documentation links presented

on the Adaptive Planning login page.

Adaptive
Planning-

You have logged out of the application

Email Address: [

Password: [

Announcements and Resources

November 8, 2007

Rob Hull of Adaptive Planning to
be BPM Summit Featured Speaker

September 6, 2007
nasaaasOoRet A AMT A s s s s aAAAAARAAAARSEAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAN

PLEASE NOTE: You must install a plug-in from the Login screen in order to display data properdy. You will s*}-‘ellow bar below
the browser address bar asking to install ItGrid from Adaptive Planning. Click here for detailed instructions.

[ rreecinees R -

October 22, 2007
Information Week
Is Saas The End Of IT?

Documentation

Customer Documentation
Release Notes

Training Guides

Planning Solution Guides

e Recorded training sessions can be found on the Adaptive Planning website

(www.adaptiveplanning.com). Click on

the Services menu, and then choose Training.

The next page will display links to pre-recorded video training programs on various

topics.

Adaptive
Planning

Budgeting, Forecasti

Drigsatas

Easy to Test
»

Sign JEE

Pleas

S

Pre-Recorded Video Training Programs

ot arge and may take a few minutes to begin playing.

Intro to Adaptive Planning
Anintroduction to the basics of how to use Adaptive Planning

Reporting
How to use the Reporting features within Adaptive Planning

Adaptive Planning vs. Excel
Areview of key concepts and differences between Adaptive Planning and Excel

Overview of Accounts and GL Accounts
Areview of Accounts in general and a specific discussion of GL Accounts

Custom and Metrics Accounts

Adiscussion of Custom and Metrics accounthes and their use

o, o, o, A A, A A A A A A A A A A A A A
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2. Documenting the Implementation

The implementer should do as thorough a job as possible of documenting what has been built in
the customer’s model. This serves several purposes:

1. The documentation can be used as a training guide for teaching the customer how to
use the model. This can be useful for whomever is conducting the training, either the
implementer or someone else in the Adaptive Planning Professional Services
organization.

2. The documentation will be a useful reference point for the administrator. When the
implementation and training are complete, the documentation will be delivered to the
customer. The more thorough this document is, the fewer questions the administrator will
have down the road for the implementer or Adaptive Planning technical support.

3. The documentation will be a useful reference point for Adaptive Planning technical
support. Later, if the customer calls Adaptive Planning with questions, it will be helpful if
technical support has access to this document. For this reason, the implementer should

make sure that this document resides with all other pertinent customer files.

3. Before Setting Up the Plan

Once the Adaptive Planning Services team has initialized the plan, the implementer can log in to
The following elements of the plan can be created and modified in the

begin modeling.

application.
Setup N
Element Source Description
Departments GL or existing Departments, cost centers, business units, etc.;
spreadsheet model includes rollup hierarchy
GL or existing The GL chart of accounts or a subset thereof;
Accounts ) ;
spreadsheet model includes rollup hierarchy
Dimensions GL or existing Optional; provide additional sorting and reporting; e.g.
spreadsheet model projects, job codes
Sheets Create with wizards in | Data entry sheets; include some automatic

Adaptive Planning

calculations like benefits, depreciation

Assumptions

Existing spreadsheet
model

Can ensure consistency across the plan; e.g.
constants to be used in calculations, such as T&E per
head

Existing spreadsheet

Default formulas for certain accounts in some or all

Formulas )
model departments; allocations; etc.
Create in Adaptive Multi-dimensional reports can sort and subtotal data
Reports Planning using Report | in many ways and provide drilldown; variance reports,
Builder etc.
Users Existing spreadsheet | Users have specific roles, permissions, and access to
model certain departments and accounts
Currency Existing spreadsheet Optlonql; VYhICh departments plan in which o
currencies; what are exchange rates? (conversion is
Exchange model

automatic)
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Understand the Company’s Structure/Design AP Structure

The implementer should thoroughly understand how the company organizes itself and its data, in
order to translate this into the structure in Adaptive Planning. The simplest and most basic
example is a company that has departments that roll up into traditional functional areas (Sales,
Marketing, Engineering, Customer Service, etc.), and views its data using the typical General
Ledger chart of accounts. This may be the case in many implementations.

However, it is important for the implementer to ask probing questions in order to determine all the
ways planning data will need to be created and viewed. These questions might include:

e How is personnel data sorted, or, how is headcount viewed, e.g. by job code?

e |s project coding and planning used anywhere in the company, e.g. in Engineering?

¢ How is revenue planned and organized, e.g. by Product Line?

e How is the user community organized; i.e. what groups of data are users responsible for
managing and planning?

The plan is going to be a relational database that can be sorted in many ways. But in order to set
up the database so that these sorts are meaningful, the Implementer should understand up front
how the user community is organized, and all the different ways the company wants to tag its
data (although additional planning dimensions can be added later.)

GL Segments

A good place to start is with the segment codes in the company’s GL. Some or all of these
segments will be used in Adaptive Planning. Adaptive Planning has two required identifiers, Plan
and Account. These trees should be designed to be as productive as possible. This may reduce
or even eliminate the need for additional dimensions.

Following is an example of a company’s GL segments, of which there are four:
111-222-3333-444

e The first segment (111) designates Geographic Entity, of which there are 10.

e The second segment (222) designates departments, which are organized into Functional
Rollups, e.g. Marketing. There are 50 departments. Any given department may be
repeated in multiple geographies. E.g. each geographic entity may have a department
called 300 Marketing. (This is an important question to ask.)

e The third segment (3333) designates Natural Account. There are 200 of these.

o The fourth segment (444) designates Customer Code. There are 50 of these. Customer
code is used on all revenue and CGS items, and some operating expense items.

This company’s users are organized so that each user is responsible for managing and planning
expenses for a given functional area. Furthermore, different departments plan in different
currencies.

How best to design this company’s structure in Adaptive Planning? The goals are as follows:

e Design plan and account trees to accommodate user organization and multiple currency
planning. Know that currency and users are assigned to individual plans.

e Build as much of this structure as possible into the plan and account trees, to minimize
dimensions that a user must select during data entry, and to maximize reporting flexibility.
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Adaptive Planning, Inc.
Implementation Guide

The optimum structure in Adaptive Planning for this company is as follows:

Put the second segment (222) into the Plan tree. Embed the first segment (111, Geography
Code) into the plan identifier. Organize the plan tree first by Geography, then by Function.
Create a plan dimension called Function, and attach the appropriate function to each subplan.
(For more information on this topic, please see the section below called Create Plan Structure.)

For example:

111 US
111 300 Marketing US [Function = Marketing]
111 400 Finance US [Function = Finance]

111 500 Engineering US  [Function = Engineering]

112 Europe
112 300 Marketing EUR  [Function = Marketing]
112 400 Finance EUR [Function = Finance]
112 500 Engineering EUR [Function = Engineering]

This way, users can be assigned to all plans within a given function or within a given
geogrpahy. For example, The marketing VP could have access to Marketing in the US and
in Europe. The COO in Europe could have access to the section of the plan tree under 112
Europe.

Also, reports can be created to sort data by Geographic Entity (the plan tree itself provides
this sort) or by Function (the plan dimension provides this sort.)

And the Marketing department in Europe can use a different currency than the Marketing
department in the US.

The third segment, 3333 Natural Account, should be set up in the GL Account tree. Whenever
possible, the GL account tree should mirror the Income Statement/Balance Sheet structure.

The fourth segment, 444 Customer Code, should be set up in a custom dimension, which can be
added to the Sales sheet and other standard or modeled sheets as necessary. Since this
identifier is not always required, and does not have a one-to-one correlation with either the plan
identifier or the account identifier, it must be a separate dimension.

Projects or Jobs

If a company has need for a Project or Job identifier, many times this can be set up as a custom
dimension, to be used across plans and accounts as needed. This how the Customer code is
described in the example, above.

However, this may be burdensome for companies who engage in extensive project or job
planning. It may be tedious and error-prone for a user to have to choose a project dimension
over and over on sheets. It may be possible to incorporate such a dimension into the plan tree.

If a project is planned in only one department, projects can be set up as subplans, like this:

111 500 Engineering US
Project ABC
Project DEF
Project FHI
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Note that this makes sense only if a project is not planned by multiple departments.
Alternatively, projects or jobs can be added at the bottom of the plan tree, like a special section of
the company structure. This makes sense only if project spending does not need to rollup with

other departmental spending.

Obtain Data from Other Systems

The plan administrator should be asked up front to obtain the data necessary to create and
populate the plan. This will include at a minimum a list of identifiers such as departments and
accounts, probably from the General Ledger, or from the existing spreadsheet plan. These
identifiers are necessary to begin the implementation.

This step also includes obtaining actual information from the GL, and headcount data from the
personnel tracking system. Most companies will be able to easily obtain this.

Understand Assumptions

Time will be saved down the road if the Plan Administrator begins the process of gathering
information about assumptions and calculations used in the company’s existing plans. For
example, which expenses are variable, and for those expenses, what are the drivers and other
important factors? A typical expense plan will contain many items that are driven by headcount,
e.g. benefits, travel and entertainment, office supplies, etc. This information may or may not be
readily available from the existing planning system. Regardless, it will be useful to obtain a list of
such expenses, along with information about the drivers (e.g. headcount for each department)
and the variables (e.g. office supplies, $60/head.)

Other expenses may be fixed, not in the sense that the value never changes, but in the sense
that the values are assigned to a department by the Plan Administrator, and the department
planner has no authority to modify these values. Examples are allocations in and out of
departments, and depreciation expense.

Furthermore, most companies have already established planning patterns regarding depreciation,
revenue recognition, and invoicing. These timing patterns need to be identified up front if the
company wishes to use Adaptive Planning for revenue or capital planning.

This modeling setup does not need to happen now, at the very beginning of the implementation,
but it is helpful to identify these items and be aware of how much effort might be needed to create
these calculations. This helps to eliminate surprises down the road. The administrator may be
available to document and summarize these assumptions, or the implementer may have to study
the existing planning system to gather this information.
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4. Initial Setup: Provide Information to Adaptive Planning
Initialization elements are the initial setup items that are necessary to get a company started on

the Adaptive Planning product. Initialization Elements are items that Adaptive Planning engineers
must have to initiate a company plan.

Company Information

Adaptive Planning provides a Company Creation form to ensure that basic company data is
presented in a format that can be used for setup. This data, described below, includes company
address and contact information; login information for the implementer; and plan version
information, such as start date and end date of the initial plan.

Once the Company Creation form has been completed, it is submitted to the Adaptive Planning
Services team for processing. The implementer is notified once the company is available for use.
Once the company has been created, any of these elements can be later modified by contacting
Adaptive Planning Services. (These elements can also be changed by any user with a login that
begins with “adaptive”, e.g. adaptive@xyzcorp.com. Go to Admin, Company Setup to access
these items.)

Following is the information required in the Company Creation form;

1. Code: short abbreviation for the company, e.g. NYSE ticker symbol, to be used only by
Adaptive Planning staff; will not be seen by the company users

Name

Address

City

State

Zip

Contact Name: this should be someone who works at the company; generally, the
person who signed the contract

8. Contact Phone

Nogakowd

Implementer User Information

The implementer will be set up as the initial and primary user. (Other users will be added during
the implementation, using the Adaptive Planning user interface.)

The following user attributes are required for this user:

1. Email — This will become the user’s log in ID. Adaptive Planning recommends that this
email address be modified to be “adaptive@”, followed by the company domain

2. Name

3. Position/Title

Initial Version Information

The initial set up of the first plan version requires the following information:

1. Name of the plan, e.g. "2005 Annual Budget"; this will be seen in pull-down menus in the
plan

Description, a free-form field

Status: choices are Hidden, Active, or Locked

Fiscal year start month, e.g. January

Start date of the plan, e.g. 01/01/2008

End date of the plan, e.g. 12/31/2009

Date that historical data will begin, e.g. 01/01/2006 (Left Scroll Limit)

Nogakowd
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8. Plan owner —the email address of the implementer, as setup in the previous step; this can
be changed later to be the administrator

The Start and End dates of the plan must be set at fiscal year start and end, but they can span
several years, as in the example above.

5. Set Up Departments and Accounts

Not much can happen in the implementation until departments and accounts are set up.
(Modeled sheets, dimensions, and patterns can be set up prior to this, but no formulas can be
written.) Therefore, setting up departments and accounts is usually the first step in the
implementation.

Most companies organize themselves by departments (or cost centers), which then roll up in a
hierarchy to the top of the company. The term “department” will be used in this guide. In the
Adaptive Planning application, the term “plan” is synonymous with department.

- Please read the section above, called “Understand the Company’s Structure/Design AP
Structure,” before proceeding with the Plan structure.

Create Plan Structure

The implementer should obtain a list of departments, and a tree showing how departments roll up
into groups (e.g. Marketing, Sales), or any other rollup information, with something like “Corporate
Plan” being at the top of the tree.

- Note: The same list of departments may be rolled up in more than one way. If this is the
case, determine which organizational structure is the most commonly used. This is the
structure which will be created in Admin, Manage your Plan Structure. The alternative rollup
can be accomplished by using a plan dimension. More on this, below, in the section called
“Multiple Plan Rollups.”

Import Plans

The customer should provide a spreadsheet which includes the department number, name, and
the rollup structure. The sheet should look something like this:

A B
1 |Dept Code Department Description
2
3 |40-000 Semices
4 140-100 General Senice
5 |40-200 Field Senice
6 |40-300 Internet Service
7
8 |50-000 General & Administrative :
9 |50-100 General Admin 4
10 |50-200 Finance & Accounting 4
11 50-201 Financial Planning :
12 50-202 Accounting 4
13 |50-300 Information Technology 4
14 |50-400 Facilities :
15 &0-500 Human Resources 4
16 :
17 |60-000 Marketing 4
18 60-100 General Marketing L
19 60-200 Marketing Communications :
20 |60-201 Advertising r
21 60-202 PR <
22 |60-300 Product Marketing b
23 |60-400 Lead Generation 3
A Y e Y Y Y Y Y YV VY YVVYYYYYYY
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This is not quite the format necessary for importing into Adaptive Planning, but it contains all of
the necessary information and can be manipulated in Excel. Go into Adaptive Planning and open
the plan structure import template to see the required format.

Click on Admin, Manage Your Plan Structure

To open the plan import template, click on the “Import Plans Structure” link in the upper right
corner, then click on Download Template: Plans.

Import Plans Structure

|[ Browss... |

(Gpiosa ) (Ganeat )

P B T P T B B B B B B e B

The import template displays the required fields for importing plan structure. (This template
would also show optional fields, depending on what has been created in the model. For example,
if multiple currencies have been established, an optional field would be “Currency.”)

A B

LRI —=

Required
4 Name Rolls up to
Lt i b i A

Since there is only one identifying field for a plan, called “Name,” it is common practice to
concatenate the plan number and name, and put this combination in the name field (e.g. 50-202
Accounting.)

In Excel, the Concatenate function can be used to concatenate the department number, followed
by a space (or a dash), followed by the department name.

Function Arguments

= "40-000"

A~

-

b

-

05

7 "Services"
Textd —

i o o C3 - _f.| :CONCATENATE(AS,‘" ".B3) r
A B C D E 9
1 |Dept Code  Department Description :p

2
3 |40-000 Senices 40-000 Se_ ices :
4 40100 General Senice 40-100 General Senice 4
5 140-200 Field Serice 40-200 Field Semvice :
6 40-300 Internet Semvice 40-300 Internet Service 4
7 4
8 50-000 General & Administrative 50-000 General &f-‘\dministrative:
9 50-100 General Admin 50-100 General Admin 4
10 50-200 Finance & Accounting 50-200 Finance & Accounting 4
11 50-201 Financial Planning 50-201 Financial Planning :"
12 50-202 Accounting 50-202 Accounting y
L0300, o o TEOTTOD TEEMGIOTY o s s SX30R T Ty
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Then, this concatenated value can be transferred to the “Name” column of the plan structure
import template, via copy/paste special/value. Be sure to delete any blank rows. Fill in the
appropriate value in the “Rolls up to” column, for each row (copy/paste can be helpful here).
Departments that roll up to the top of the company should have the name of the Corporate Plan in
this field.

A B
1
2 .
3 Required
4 Name Rolls up to
5 50-000 General & Administrative Corporate Plan
6 |50-100 General Admin 50-000 General & Administrative
7 50-200 Finance & Accounting 50-000 General & Administrative
8 50-201 Financial Planning 50-200 Finance & Accounting
9 50-202 Accounting 50-200 Finance & Accounting
10 |50-300 Information Technology 50-000 General & Administrative
11 150-400 Facilities 50-000 General & Administrative
12 50-500 Human Resources 50-000 General & Administrative
13 |60-000 Marketing Corporate Plan
14 |60-100 General Marketing 60-000 Marketing
15 |60-200 Marketing Communications  60-000 Marketing
16 |60-201 Advertising 60-200 Marketing Communications
17 60-202 PR 60-200 Marketing Communications
16 |60-300 Product Marketing 60-000 Marketing
19 |60-400 Lead Generation 60-000 Marketing
oy Ll il b b ol o i, e e Ay g A b A Ay A A oy A A A A A A A A A A e A A

The plan structure can now be imported.

— Please see the user guide called “Importing and Exporting Data” for more information on this
topic.

In Adaptive Planning, the Plan Access field for each department defaults to the implementer, as
shown here in this example. The implementer name is “Adaptive Planning™:

Plans Plan Access
B Corporate Plan Adaptive Planning
[=}-50-000 General & Administrative Adaptive Planning
~-al0-100 General Admin Adaptive Planning
EI--ﬁI;I-EEIEI Finance & Accourting Adaptive Planning
?----50-201 Financial Planning Adaptive Planning
E‘----SIII-EIIIE Accounting Adaptive Planning
=-50-300 Information Technolooy Adaptive Planning
--a0-400 Facities Adaptive Planning
~-a0-500 Human Resources Adaptive Planning
[?}-EIT‘I-IIIEIIJ Marketing Adaptive Planning
AL 00 Cerera arketing |\ Soertive Pennipa,
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Manually Add Plans

Alternatively, the “Add New” button can be used to add plans. This may be necessary if
additional departments are to be added after the initial import has been completed and modeling
has begun. (Importing a plan structure deletes any existing plan structure.)

If departments are being added this way, parent plans should be created first, followed by
subordinate plans (subplans.)

For example, to manually create the Sales rollup of departments:

e Click on the plan which is to be the parent of the new plan, e.g. Corporate Plan. Choose Add
New.

e Name the plan “70-000 Sales.”

e An owner must be assigned to each plan, but this can happen later, after the users have
been created. (Please see the section below, called “Create Users,” for more information on
this topic.) Similarly, the owner will be granted sheet access at that point. This can be
skipped for now.

e Choose Accept.

Once the Sales plan has been created, the subplans below it can be created. These plans will
inherit the properties of the parent department’s plan, unless otherwise changed.

PV I A T A ST ARV AP S SR S A AP
BI/:Iélilﬁ Product ﬁarketing Adaptive Iglannﬂ'ng

: - i0-400 Lead Generation Adaptive Planning
B 70-000 Sales Adaptive Planning
' ----- T0-100 Field Sales Adaptive Planning
L 70-200 PreSales Adaptive Planning

U i ol o e Bl ol ol ol ol ol ol ol R ol ol o R ol e R R

- Hint: When manually creating plans, it is most efficient to add subplans in the order in which
they should be listed under the parent. In other words, add the first subplan first, the second
subplan second, etc.

Multiple Plan Rollups

As mentioned above, the same list of departments may be rolled up in more than one way. For
example, in addition to the traditional functional rollup, a company may want to see its
departments rolled up by physical location. The most commonly used rollup structure should be
chosen for the basic plan structure. The alternative rollup(s) can be accomplished by using a
plan dimension.

- Hint: The most efficient way to create an alternate rollup is to go through the following steps
as part of the initial plan import. Alternatively, if the plans have been established without the
dimension, and modeling has begun, the dimension can be added to each plan manually.
This would be more time-consuming than establishing the plan dimension and including it in
the initial plan import, as described below.

The first step is to create a dimension, in this example called “Location,” and populate it with the
different location values. The dimension can be set up manually, or it can be imported.
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Import a Plan Dimension

The customer should provide a spreadsheet which includes the dimension name, a list of the
dimension values, and a rollup structure, if applicable. The sheet should look something like this:

A B
Locations

Southwest
Phoenix
Los Angeles
San Diego
San Francisco
East
Boston
MNew Yaork
11 Philadelphia

T Lt e s s e

= O oa | = e L | =

This is not quite the format necessary for importing into Adaptive Planning, but it contains all of
the necessary information and can be manipulated in Excel. Note that this example contains
some empty spaces in the names of the different locations. The implementer may want to
remove these when transferring these values to the import template.

Go into Adaptive Planning and open the dimension structure import template to see the required
format.
Click on Admin, Define Dimensions

Administration

Build and Customize Model
= Add, Edit, or Delete Version

= lanage vour Plan Structure

= [Define Patterns
i e e e A e A e A e b e

- Note: New custom dimensions and values can be imported at any time, not just during the
initial model implementation. New dimensions can be imported without deleting existing
dimensions. If a dimension import includes a dimension name that is already set up in
Adaptive Planning but not in use, the existing dimension will be deleted and replaced with the
data on the template. If a dimension import includes a dimension name that is already set up
in Adaptive Planning and is in use, the import will not be completed, and there will be an error
message.

To open the dimensions import template, click on the “Import Dimensions Structure” link in the
upper right corner, then click on Download Template: Dimensions.

Import Dimensions Structure

Download Template: Dimensions

Import Dimensions Structure l =

i A A A A e i A e A e e s s e e e b e B A
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The import template displays the required and optional fields for importing dimension structure.

A B C D E
1
2 , ,
3 Required Optional
4 Dimension Name Type Dimension Value Parent Description

ﬁAAAAAAAAAAAA.AAAAAA4;AAAA.AA%AAAAA\%M#A&AQ&.Q&A#{*AQA{&&

The “Dimension Name” field refers to the name of the overall dimension, in this case “Location.”
This should be filled in for the first row only. This first row should have nothing filled in under
“Dimension Value” or “Parent.”

The “Type” field should have “Plan” filled in for all rows.

For all rows except the first row, The “Dimension Value” field should contain the different
locations, e.g. Phoenix.

The “Parent” field should be filled in only on rows whose dimension values rollup in a hierarchical
fashion (e.g. Phoenix rolls up to Southwest.) If there is no hierarchy within this dimension, this
field should be left blank. Be sure to include a row for the parents such as “Southwest.” These
rows will have nothing in the Parent field.

The “Description” field is optional.

1

2 . .

3 Required Optional

4 Dimension Name Type Dimension Value Parent Description
5 |Location Plan

6 Plan Southwest

7 Plan Phoenix Southwest

8 Plan Los Angeles Southwest

9 Plan San Diego Southwest

10 Plan San Francisco Southwest

11 Plan East

12 Plan Boston East

13 Plan Mew York East

14 Plan Philadelphia East

T L o i o i i i e il i i e e e i i, i i i el A i i o e A s, o i e e, e e e

The dimension structure can now be imported.

— Please see the user guide called “Importing and Exporting Data” for more information on this
topic.
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The imported dimension should look something like this:

= Southwest
Phoenix

~Loz Angeles Dimenzion Detailz

~5an Diego MName |Ln cation

P e San Francisco
s I e b e, A A A B Ay A A e Use on plans

el e, el A A R A e, e A e A e R, e A e,

Manually Add a Plan Dimension

Alternatively, the plan dimension can be created by using the Add New button.

First, click on the New Dimension button. Name the dimension (e.g. “Location”) and check the
Use on Plans box.

Dimengion Detailz :
-

Mame |Ln|::atinn

U=ze on plans

e e e T e e N ]

Then, use the New Value button to create the dimension hierarchy and values.

Import Plans with Dimension

The next step is to download the import plan template, according to the instructions above. If the
template was downloaded before the plan dimension value was added, it should be downloaded
again. This time, it will contain an optional column called “Location.”

A B C "

Required
Name Rolls up to
il b i i e i i e i A A A

P LD B —=

Alternatively, simply add a column called “Location” to the previously downloaded plan import
template. Make sure that the name of the dimension is exactly as it appears in Adaptive

Planning.
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Obtain from the customer the mapping of location to plan. Fill in the appropriate location next to
each plan. The plan import template should look something like this:

1

2 - .

3 Required Optional
4 Name Rolls up to Location

5 50-000 General & Administrative Corporate Plan Phoenix

6 |50-100 General Admin 50-000 General & Administrative  Phoenix

7 50-200 Finance & Accounting 50-000 General & Administrative  San Diego

8 50-201 Financial Planning 50-200 Finance & Accounting San Diego

9 50-202 Accounting 50-200 Finance & Accounting San Diego

10 50-300 Information Technology 50-000 General & Administrative  San Francisco
11 50-400 Facilities 50-000 General & Administrative  Phoenix

12 50-500 Human Resources 50-000 General & Administrative  Phoenix

13 60-000 Marketing Caorporate Plan MNew Yark

14 60-100 General Marketing 60-000 Marketing MNew Yark

15 60-200 Marketing Communications  60-000 Marketing MNew York

16 |60-201 Advertising 60-200 Marketing Communications Boston

17 60-202 PR 60-200 Marketing Communications Boston

18 60-300 Product Marketing 60-000 Marketing Philadelphia
19 |60-400 Lead Generation 60-000 Marketing Philadelphia

S, o, A A, A, b o b

Make sure that each location exactly matches one of the dimension values. Otherwise, an error
message will be displayed, saying “Invalid Dimension value.”

i?/zsﬂ:jﬁizﬁﬁnnuHNN,fNN,,fNzugd_zj[m,mazrkzezﬁﬁézca,rﬁ?_ﬁzumééﬁnzﬁé, A

158 |60-300 Product Marketing 60-000 Marketing Philadelphia

Invalid Dimension
19 |60-400 Lead Generation 60-000 Marketing value
LT b

After a successful import, the plan structure will look the same as in the previous example, but
this time the Plan Details box of each plan will display its location:

Plans

[=-Corporate Plan

E}--SD-DDD General & Administrative
S0-100 General Admin

E--ﬁD-EDD Fimnance & Accourting

50201 Finang :
50202 Accol Name: _ !
50,300 Information : 50-100 General Admin
oA A B T, e

Rollz up to: | E0-000 Gensral & Administrative

Plan access: Adaptive Planning

Location: Phoeni:

) .
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Create General Ledger Account Structure

The GL account structure can be imported into Adaptive Planning. Prior to this, however, there
are a few things to consider and decisions to be made.

Entire COA, or Subset

The entire chart of accounts can be used for planning, or a shorter subset can be used instead.
Either approach has advantages and disadvantages.

Scenario #1: Import the entire chart of accounts. The advantage of this approach is that
users will be able to drill down into a low level of detail in imported actual data, even if that level of
detail is not used for plan data. The disadvantage is that sheets may include many more
accounts than are necessary for planning; this can be cumbersome and confusing. (The extra
accounts can be made read only, or even hidden from a sheet, but if a sheet displays some
months of actual data, the hidden accounts may include actual data. In this case, a user might
see an incomplete picture of actual data.)

Scenario #2: Import a shorter subset chart of accounts. The advantage of this approach is
that users do not see any more accounts than are necessary for planning. Sheets are more
concise. When actual data is imported, the accounts which are not set up in Adaptive Planning
can be mapped to the fewer accounts which are (e.g. if there are several T&E accounts used in
the GL, but only one used in the plan, the mapping would point the several to the one.) The
disadvantage of this approach is that the lowest level of detail is lost in the actual data, because
several accounts are rolled into one.

These two different approaches should be explained to the customer, so that a decision can be
made as to which accounts should be set up in Adaptive Planning. If the chart of accounts is not
extensive, the customer may prefer to have the entire chart imported.

- Note: Particularly in balance sheet planning, scenario #2 is often desirable. It is often the
case that there are many more balance sheet accounts used in the General Ledger than are
necessary for planning. One method can be chosen for P&L accounts, and another for
Balance Sheet accounts. For example, import all P&L accounts but only a subset of Balance
Sheet accounts.

P&L and Balance Sheet

If the customer wants to plan both P&L and balance sheet, it is most efficient to set up all of these
accounts in Adaptive Planning at the beginning. This is because importing GL accounts replaces
all previously existing GL accounts (and any data therein.) So if possible, all GL accounts should
be imported at the beginning of the implementation. Otherwise, tedious manual account setup
may be the consequence. Following is an example:

Only revenue and expense accounts are imported at the beginning, because the balance sheet is
not pressing, and will be the last step of the implementation. Extensive modeling is completed in
the revenue and expense accounts. The P&L model is fully built. Now, the implementer turns his
attention to the balance sheet. At this point, if the balance sheet account structure were to be
imported, this would replace all of the existing GL accounts. The revenue and expense accounts
would be deleted, along with the modeling and data in those accounts. So at this point the
implementer must manually create the balance sheet accounts.

To avoid this scenario, it is most efficient to obtain at the beginning all accounts which need to be
set up in Adaptive Planning.
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Account Numbering Convention

In Adaptive Planning, each account must have a code. Account codes may contain only alpha-
numeric characters, and underscores.

VYBScript

Account code may conkain only alpha-numeric characters and underscores,

Sometimes a customer’s GL codes contain other characters, such as periods, which cannot be
used in Adaptive Planning, e.g. 7000.01. If this is the case, the periods must be replaced with
something else, typically an underscore. This replacement can be easily accomplished in Excel
prior to importing the account structure, as described below.

However, when the first import of actual data occurs, none of the account codes in Adaptive
Planning will match the account codes in the GL. This can be addressed in one of two ways.

Scenario #1: Change the periods to underscores prior to each import of actual data. The
advantage of this approach is that the replacement of one character with another in Excel is fairly
easy to accomplish. The disadvantage is that this presents an additional step which the customer
must go through, each time actual data is to be imported. One of the goals of plan setup is to
simplify ongoing administration as much as possible.

Scenario #2: Map each GL account to the corresponding account in Adaptive Planning.
The advantage of this approach is that once this mapping is performed, it need not be done
again, and subsequent imports are simplified. This is clearly the best solution for the customer on
an ongoing basis.

Import Accounts

The customer should provide a spreadsheet which includes the account number, name, and the
rollup structure. The sheet should look something like this:

A B
Mumber  Account Name

1

2

3 7000 Payroll & Related
4 7000.01  Salaries & Wages
5 7000.03 Employee Benefits
6 7000.04  Payroll Taxes

7 7000.05 Employee Bonus
8 7000.08  Other Payroll

9

10 7100 Outside Senices
11 7100.01 Professional Fees
12 7100.02 Accounting Fees
13| 7100.03 Legal Fees

15 3000 Sales
16 3000.1  Sales Discounts

18 1000 Cash

19 1100 Accounts Receivable

20 1200 Prepaid Expenses

21, 1200.01 Prepaid Insurance

22| 1200.02 Prepaid Software Maintenance

24 1300 Property & Equipment
25| 1300.01 Hardware

26| 1300.02 Software

27| 1300.03 Office Equipment

28 | 1300.04 Leasehold Improvements

T A A o, A A A, A A Ay, e e,
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This is not quite the format necessary for importing into Adaptive Planning, but it contains all of
the necessary information and can be manipulated in Excel. Open the account structure import
template to see the required format.

Click on Admin, Manage your General Ledger Accounts

Build and Customize Model
= Manage Versions
m  Manage vour Plan Structure m Wanage vour Modeled Accounts

anage yvour General Ledger Accounts

m  Define Dimensions m Manage vour Metric Accounts

m Manage vour Custom Accounts

m  [Manage vour Assumptions
T, S S M g S S Ay A A A N Ay N A A e e e e e e e e e e e e e

To open the GL account import template, click on the “Import General Ledger Accounts Structure”
link in the upper right corner, then click on Download Template: General Ledger Accounts.

Import General Ledger Accounts Structure

Download Template: General Led

[

b b s, o e e

Impert General Ledger Accounts Structure l

Import File: |[ Browse... |

The import template displays the required and optional fields for importing GL account structure.
There are three required fields: “Name”, “Rolls up to”, and “Code”.

A B c 3

1

2 .

3 Required

4 Name Rolls up to Code Type
5

i A e A A e, A e o, i A, A, B A A, g, A A A A A A A A A A A A A A e A A A

First, address the account code structure to see if any changes need to be made to the codes.
As described above, for example, periods should be changed to underscores, e.g. 7000.01
should be changed to 7000_01. This can be done in Excel, by using the Find and Replace
command.

Find and Replace

Replace |

Find what: | .
Replace with: |_

e, A, e, g, A, A, g, i, M Ay, A, Ay “A*t‘
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There may be other adjustments necessary to the account codes, for purposes of consistency.
For example, if sub-accounts are coded such as 7000_01, parent accounts should be coded such
as 7000_00, instead of simply 7000. This kind of adjustment can be performed manually on the
Excel spreadsheet, or by using the Concatenate command.

Function Arguments

Textl | ais = "1000"
Textz |"_ao" = "o
Text3 | =

S e, e, oo, e A, B e g, A Ay Ay A, Al A A A A A A Al A A A e

Other Account Code ldeas

Account codes and names in Adaptive Planning can be set up in any fashion that makes them
easy to find, understand, and use in formulas and on reports. For example, Cost of Goods Sold
account codes could begin with “COGS.” This isn’'t exactly necessary, since when using the
Formula Assistant, for example, all of the COGS accounts are listed under the group called PL
COGS. But this kind of naming convention can be used if desired. The GL accounts would have
to be mapped one by one to these altered accounts, but this is a one-time effort.

The second field for each account is “Name.” Since only the name is displayed on sheets, it is
common practice to concatenate the account code and name into one field, and put this
combination in the name field (e.g. 70000_01 Salaries and Wages.)

(Reports display account names by default, but codes can also be displayed by selecting “Show
Account Code” in Report Properties.)

Report Properties

Tile: | 1

Dezcription:

Preferred Output Format | HTHL  »

|:| Suppress Rowes if All Zeros

[ Ashew Rimegsion.Calumn Heagers,

In Excel, the Concatenate function can be used to concatenate the account code, followed by a
space (or a dash), followed by the account name.

Function Arguments

Textl |a3 E%| = “7ooo oot
Textz |"" =
Text3 |BS| = "Payroll Related"
Textd | -
i B i B b e A i e
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C3 - f| =CONCATENATE(A3," " B3) 4
A B C D E <
1 Mumber  Account Mame 4
2
3 7000 00 Payroll & Related 7000 00 Hayroll & Related
4 | 7000_01 Salaries & Wages 7000_01 Salaries & Wages
5  7000_03 Employee Benefits 7000_03 Employee Benefits
6 7000_04 Payroll Taxes 7000_04 Payroll Taxes
7 7000_05 Employee Bonus 7000_05 Employee Bonus
8 7000 08 Other Payroll 7000 08 Other F'i(rnll
A T A A i A e A T A A o i e

Then, this concatenated value can be transferred to the “Name” column of the GL account
structure import template, via copy/paste special/value. Copy and paste the codes into the
“Code” column. Be sure to delete any blank rows.

Rolls Up To

Fill in the appropriate account name in the “Rolls up to” column, for each row (copy/paste can be
helpful here). Accounts that roll up to a top level or “root” account, e.g. Current Assets or PL
Expense, should have the name of that top level account in this field. Those “root” accounts are
automatically established in the Adaptive Planning application, and are displayed in italic font in
the list of accounts.

r.1anage:| General Ledger Accounts V|
Type: | All V| SEﬂrch:| aF
=
--Current Azzets Current_Assets Current Azset
--Fixed Azzets Fixed_Aszzets Fixed Azset
E’----Long Term Assets LongTerm_Assets Long Term Aszet
g‘----O‘ther Azzets Other_Aszszets Other Aszet
[=-Lishilties and Equities Liakilties _Equities Liakility and Equity
--Liabil'rties Lighilities Lighility
--Equity' Ecquityy Erjuity
et Income Met_Income Met Income
[#-PL Income Income Inome
- tlon-Ciperating Income Mon_Opersting_Income Mon-Operating Income
Pl COGS Cost_Of_Goods_Sold Cost of Goods Sald
[#-PL Expense Expenzes Expenze
- Mon-Operating Expenses Mon_Opersting_Expenzes Mon-Operating Expense
B L e e B o oy A o A, S S B A oy, R A B S, A A, M Al A M A A A A A A e R R e e e e e A e B
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new name in the “Rolls up to” field.

wes|— ||t ne |

26

A B
Required
Name Rolls up to
7000_00 Payroll & Related PL Expense

7000_01 Salaries & VWages
7000_03 Employee Benefits
7000_04 Payroll Taxes
7000_05 Employee Bonus
7000_08 Other Payroll
7100_00 Outside Semnices
7100_01 Professional Fees
7100_02 Accounting Fees
7100_03 Legal Fees
3000_00 Sales

3000_1 Sales Discounts
1000_00 Cash

1100_00 Accounts Receivable
1200_00 Prepaid Expenses
1200_01 Prepaid Insurance

T000_00 Payroll & Related
T000_00 Payroll & Related
T000_00 Payroll & Related
7000_00 Payrall & Related
T000_00 Payroll & Related
PL Expense

7100_00 Qutside Senices
7100_00 Qutside Senices
7100_00 Outside Senices
PL Income

PL Income

Current Assets

Current Assets

Current Assets

Current Assets

1200_02 Prepaid Software Maintenance Current Assets

1300_00 Property & Equipment

1300_01 Hardware
1300_02 Software
1300_03 Office Equipment

1300 _04 Leasehold Improvements
e e s o e, B T i o s B e B AT i, B, A

The rest of the fields are optional.

— Please see the user guide called “Importing and Exporting Data” for more information on this

topic.

Fixed Assets

1300_00 Property & Equipment
1300_00 Property & Equipment
1300_00 Property & Equipment
1300_00 F'ropertx%fiuifment

Code

7000_00
7000_01
7000_03
7000_04
7000_05
7000_08
7100_00
7100_01
7100_02
7100_03
3000_00
3000_1
1000 00
1100_00
1200_00
1200_01
1200_02
1300_00
1300_01
1300 02
1300_03
1300_04

A e BB BB BT e
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After import, the GL account structure should look something like this:

Manage: General Ledger Accounts v
Type Al w Search: a
=
3000_00 Sales 3000_00 Income
3000_1 Sales Discounts 3000_1 Income
Mon-Cperating Incorne Norn_Operating. Non-Operating Incom
£ COGE Cost_OFf_Goods Cost of Goods Soid
- PL Expense Expenses Expense
-/ 7000_00 Payroll & Related 7000_oo Expense
7000_01 Salaries & Wages 7000_01 Expense
7000_03 Employee Benefits 7000_03 Expense
7000_04 Payroll Taxes 7000_04 Expense
7000_05 Employee Bonus 7000_05 Expense
7000_08 Other Payroll F000_08 Expense
- 7100_00 Outside Services 7100_00 Expense
7100_01 Professional Fees  7100_01 Expense
7100_02 Accounting Fees  7100_02 Expenze
7100_03 Legal Fees 7100_03 Expense
Non-Operating Expenses Non_Operating. Non-Operating Expen:
\mAAAAAAAAAAAAL&LAA\AAALA&AAA&A&&A&

Manually Add Accounts

Alternatively, the “New Account” button can be used to add accounts. This may be necessary if
additional accounts are to be added after the initial import has been completed and modeling has
begun. (This is because importing a GL account structure deletes any existing GL account
structure.)

- Hint: When manually creating accounts, it is most efficient to add sub-accounts in the
reverse order in which they should be listed under the parent. In other words, add the last
sub-account first, the second-to-last sub-account second, etc. This is because each sub-
account is added directly under the parent account, instead of at the bottom of any existing
sub-accounts.
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6. Set up Custom Dimensions

Dimensions can be set up now, if they are known, or they can be added later. Please refer to the
Administrator's User Guide, specifically the section called Dimension Administration, and the
User Guide called “Importing and Exporting Data” for instructions on adding dimensions.

Following are a few hints about designing dimensions:

No additional hierarchy can be attached to a dimension. Plans can be tagged with a plan
dimension, to provide a secondary way to roll up the plan tree on reports. But a dimension such
as Customer cannot be associated with another dimension. Therefore, it is important to design a
dimension hierarchy tree to be as productive as possible.

This is particularly true when a dimension, such as Customer, is to have a large number of
dimension values. When a user accesses a dimension on a sheet, the drop-down menu lists the
dimension tree just as it is set up in Dimension Administration. (However, even though a
dimension can be set up in a hierarchical, fashion, no hierarchy indentations will be seen by the
user in the drop-down menu.)

For example, a long list of customer values can be organized alphabetically, or organized by
country, or by type of user. Try to determine the organization that will be the most useful to users
on sheets.
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Import Actual Data

Actual data can be imported at any time during an implementation, once the departments and
accounts have been set up. But even if actual data does not need to be imported before the plan
rollout, it can be useful to perform an import of actual data now, for the following reasons:

e If any account mapping needs to be done, the implementer can do it now so that the
administrator does not have to do it later. This mapping may require some minor
maintenance going forward, but the bulk of the mapping effort will be completed after the first
import. Also, this provides an opportunity to iron out any kinks in the account structure before
the plan is built upon it.

o |f the administrator does not understand how to obtain actual data in an appropriate format,
better to learn this now when help can be provided.

o |If the actual data needs to be modified prior to import, the implementer can document this so
that the administrator has helpful notes going forward.

- Note: Imported actual data resides in its own version, called Actuals. This version is created
automatically upon the initial import of actual data. Subsequent imports either add to or
replace existing data in the Actuals version. An import of actual data will overwrite any
existing data in the intersection of a plan/account/time period. For example, if data already
exists in the month of January 2007, in the plan called Marketing, in the account called Office
Supplies, this data will be replaced by an import of data in that same month, plan, and
account. If data is imported into an intersection of plan/account/time period which does not
already contain data, this imported data will be added.

Click on the Import tab

& .

Formulas Import Eﬁﬂ

o o, A,

Start by downloading the Import Data template.

Home Wiorkflow Sheets Formulas Import
. . . S

Import Type:

A

Download Template:
Plan

Capital Model
Capitalz

Crossover Personnel
Personnel
Personnelz

Sales

US Personnel

Import File:

View Account Mappi

o, e e e b b

— Please see the user guide called “Importing and Exporting Data” for more information on this
topic.
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7. Import Past Plan Data

The customer may want to bring old plan data into Adaptive Planning, for any of the following
reasons:

e For comparison purposes (e.g. how does revenue in the old plan compare to revenue in the
new plan?)

e For trending purposes (e.g. the customer is eight months into the planning year, and wants to
import eight months of actual data and four months of old plan data, then begin planning the
next fiscal year in Adaptive Planning.)

Plan data can be imported at any time during an implementation, but if the data is available at the
same time as the actual data, it is convenient to import both now.

Choose a Version

Plan data is imported into the currently-selected version. An import of plan data will overwrite any
existing data in the intersection of a plan/account/time period. If data is imported into an
intersection of plan/account/time period which does not already contain data, this imported data
will be added.

Since plan data is imported into the currently-selected version, it is especially important to be
careful not to import plan data into plan/account/time period intersections which contain data
modeled or entered in Adaptive Planning. If modeling has already been created, the imported
plan data would override the formulas or data in those plan/account/time period intersections. If
plan data is imported first, and modeling occurs later, the modeling would override the imported
plan data in those plan/account/time period intersections.

For this reason, consider the following solutions:

e Create a separate version whose only purpose is to hold old plan data. This way there is no
danger of interfering with modeling or new plan data. Reports could be created to include
time period columns from any of three (or more) versions: Actuals, Old Plan, and New
Plan(s).

e Import the old plan data as if it were actual data, into the Actuals version. For example,
import eight months of actual data. Then, using the Actuals import procedure, import the
remaining four months of old plan data. The Actuals version would then contain eight months
of actual data, followed by four months of old plan data. The old plan data could be
subsequently replaced by importing of actual data after each month-end close. Columns on
reports could be renamed to reflect whether the “Actuals” data is actual or old plan.

— Please see the user guide called “Importing and Exporting Data” for more information on this
topic.
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8. Headcount and Related Expenses

Headcount

Once the departments and accounts have been set up, the implementer can commence with
building the plan. In most cases, headcount planning is the first step.

— Please see the user guides called “Creating Modeled Sheets” and “Allocations” for more
information on the topics presented below.

Headcount Dimensions

The section above, called “Understand the Company’s Structure,” discusses how the
implementer should ascertain how the company tags and sorts its personnel, e.g. by job code.
Some further probing may be necessary in order to fully understand the different ways that
headcount must be classified. For this reason, it is a good idea to look at the customer’s existing
plan spreadsheets (or other system,) paying particular attention to formulas in the payroll-related
accounts. Headcount dimensions and lookup tables may need to be established in order to
calculate related expenses. Following are some examples of what this kind of exploration can
reveal:

e Salaries and Wages are planned in different accounts. To accommodate this, a
headcount dimension called “Employee Type” can contain values of “salaried” and “hourly.”
Or, two different personnel sheets can be used, one for salaried headcount, and the other for
hourly headcount. Either method would provide a way for a formula to capture modeled
salaries separate from modeled wages.

e Workers’' Compensation insurance is driven by salaries and Workers’ Comp codes. To
accommodate this, all headcount can be tagged with a dimension called “WC Code.” This
dimension can be associated with a monthly lookup table on the personnel sheet.

e Some employees are entitled to a company car. To accommodate this, a headcount
dimension called “Auto” can contain values of “yes” and “no.” This dimension can be
associated with a monthly lookup table on the personnel sheet.

o Different types of employees receive different types of bonuses. To accommodate this,
all headcount may need to be tagged with a dimension called “Bonus.” This dimension can
be associated with a monthly lookup table on the personnel sheet.

e Some employees receive different types of overtime pay. Similar to the bonus
dimension, to accommodate this, all headcount may need to be tagged with a dimension
called “OT.” This dimension can be associated with a monthly lookup table on the personnel
sheet.
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Create Headcount Dimensions

Once the different headcount dimension needs have been identified, the dimensions can be
created either manually, or by importing. Both processes are the same as those described above
for plan dimensions, with one exception. The “Type” field can be left blank.

When Dimension Values are Percentages

Sometimes dimension values, particularly those used on Personnel sheets, are percentages. For
example, Overtime % or Bonus %. Different employees can be subject to different percentages.
One employee might receive a 2% bonus, while another might receive a 3% bonus, for example.

Dimension values are labels, not values. The Bonus dimension values could be set up in a few

different ways. One way is to name the values such as 1pct, 2pct, etc. This is the recommended
approach, because there are no issues with how the label is displayed in different places.

Search: 3
List of Dimensions

— @ _Eionus% 3

o 1 pct
o Zpct
iy i A L o e e

Another naming convention is to name the values such as 1%, 2%, etc. This is acceptable but is
potentially confusing. Entering “1%” in the Dimension Value Details Name field creates a
dimension value of 1%, and this is what is displayed on the drop-down menu of the Personnel
sheet. But in Define Dimensions, the values are displayed as 0.01, 0.02, and 0.03. This can be
confusing because the dimension value name, which is used in formulas, is actually 1% and not
0.01.

Similarly, a dimension name of .03 is displayed as .03 in the Personnel sheet drop-down menu.
But in Define Dimensions, it would be shown as 0.03. This can be confusing because .03 is what
must be included in a formula.

Multiple Personnel Sheets

More than one Personnel sheet may be necessary. If this is the case, it is most efficient to
understand this requirement upfront, if possible, before the first personnel sheet is created. This
is because when a modeled sheet is created, its account group name is chosen.

New Sheet
Shest name: Persannel
4
Accaount Group Name: Personnel :
'@'Create new sheet: Modeled Perzonnel b :
{:} Clene Existing Sheet: }
i B e s i s, e, A s e, i ol i, i s s, e, A s, i, i s A
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Later, the names of the sheet’s modeled accounts can be changed, but this account group name
cannot. This account group name appear in formulas.

E |:.J!-.CCT.F'ersnnneI.Salar§.f§

S e A A e e e e e e e

This can be somewhat confusing if a Personnel sheet is created for one purpose (e.g. to hold all
employees) and is later changed to have another purpose (e.g. to hold only hourly employees.)
The name of the sheet can be changed (e.g. to Hourly Personnel,) and the names of the modeled
accounts can be changed (e.g. Hourly.Personnel.Salary) but the account group of the modeled
accounts cannot be changed. Therefore, ACCT.Personnel.Salary would really represent only
hourly salaries. This might be confusing.

The original sheet could be deleted, and a new one created in its place, but this might not be
acceptable if extensive modeling has already occurred based on the existing sheet.

This issue is not significant, but is something to consider, and provides a good reason to think
about multiple Personnel sheets at the beginning of the implementation.

Multiple Personnel sheets may be required for reasons such as the following, some of which have
already been mentioned above:

o Different types of employees receive raises either at different times of the year or in
different percentages. For example, full-time employees may receive raises in a fashion
different from part-time employees, or contractors, for whom raises may not be planned at all.

e Existing headcount will be frequently re-imported. If a company has imported existing
headcount, and has added planned new hires to the same Personnel sheet, all of this
headcount would be deleted if existing headcount is re-imported. Existing headcount could
be planned on one Personnel sheet, and new (future) headcount planned on another. The
advantage of this is that existing headcount could be frequently re-imported without affecting
planned new hires. The disadvantage of this approach is that users must take care to not
“double-count” headcount which might have been originally planned as a new hire, but is
now part of existing headcount.

Using multiple personnel sheets is a good idea when different groups of employees are treated
differently for either raises and/or benefits. This way the modeled sheet’s automatic calculations
can still be utilized. For other employee-related expenses, headcount dimensions on one sheet
may be all that is necessary, as described above.
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Create Personnel Sheets

Once any necessary headcount dimensions have been created, the benefit and raise
assumptions examined, and the issue of possible multiple sheets has been considered, one or
more Personnel sheets can be created. (Headcount dimensions can also be created and added
to Personnel sheets later.)

Go to Admin, Manage Sheets on Plans, or Create a Modeled Sheet

Sheets

lq.!anace Sheetz on Plans :) m{Create a Modeled Shee
————

m Manage Plan-Independent Sheetz - Restricted by User m Create a Standard Sheet

T i i b, A A A A ol e, A el B R ol R e R R R A R R A A R A AR AR RS A S A AN

- Please see the User Guide on Creating Modeled Sheets for more information on this topic.

Import Existing Personnel

Planning headcount and related expenses can begin well before the import of existing headcount.
If the existing headcount data is not yet available, the import can wait. If this case, it can be
useful to add a few “dummy” heads in several departments to test calculations.

If the existing headcount information is available, import it now.

Click on the Import tab

<

Formulas Import Eﬁ

" ENE N

Start by downloading the Import Personnel template. The source data must be formatted in a
specific fashion, so some manipulation in Excel may be necessary. The Import Personnel
template gives explicit instructions. Add columns for any headcount dimensions that have been
created.

Import Type: Perzonnel v
Download Templateyf Template Link
Import File: |

Note: The import data will be imported into the current working version.

T o i g, A A g Ay Sy S oy Ay Ay g Ay Ay g, Ay My A Ay A A A A A A

— Please see the user guide called “Importing and Exporting Data” for more information on this
topic.
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Headcount-Related Expenses

Headcount-related expenses include salaries and benefits as calculated by the Personnel sheets.
They also may include other expenses, such as overtime, bonuses, and office supplies. What
these expense accounts have in common is that they are all driven in some way by either number
of heads or salary/wage values.

Link Modeled Personnel Accounts to GL Accounts

Implementers should be sure to have a solid understanding of modeled sheets, modeled
accounts, and using the Formulas tab. All of these topics are covered in the written user
documentation and recorded training sessions.

The modeled salary and benefits accounts must be linked to the appropriate GL accounts with
formulas.

The calculated values in the modeled accounts do not appear in any sheets or reports until a link
is made to the appropriate planning accounts.

Using the Formulas tab, the GL salaries account (e.g. 7000_01 Salaries & Wages) in every
department can be populated with a formula, linking it to the modeled account. Example:

Go to the Formulas tab, and select the GL salaries account that should display the results of the
Personnel sheet calculation (e.g. 7000_01 Salaries & Wages.) Using the Formula Assistant, link
the account to the appropriate modeled account with a formula (e.g. =ACCT.Personnel.Salary.)

- Hint: After choosing the GL account, select all the plans, using the “Select All” button. Then
choose “Set Formula,” and use the Formula Assistant to create a link to the appropriate
modeled account, as shown here. This will establish the same formula for this account,
across all plans. Click Save when complete.

Formulas

Account T000_01 - 7000_01 Salaries @ b

Plan

B--Cu::urpnrate Plan m Delete Formula Remove User Edits

[=H-50-000 General & Admir
Tl e il e B B el B B

ACCT SalariedPersonnel Salary @

Formula Assistant
Accounts

Modeled “ | Search: salarl ar

Sale= Revenue - Sales Revenus
Sales.Invoicing - Sales Invoice
Salaried Personnel

SalariedPersonnel Headcount - SalariedPersonnel Head count

Month: | This W

Filter: | Auto W - ANy - v

® pre serEdite. ) Remove User Edits
5

T i A i R, S S o e, S A, o i B A S, e A Ay A, A, A R A A R B R e A e e R A A R A
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After saving the formula this way for all plans, the screen will look like this:

Formulas

Account: | 7000_01 - 7000_01 Salaries

Select All Deselect All

Flan
[=Corparate Plan
é--SD-DDD General & Administrative
: g----SD-1 00 General Admin
é--SD-ZDD Finance & Accounting
: %----50-201 Financial Planning
;-----50-202 Accounting

nclocy

Formula

ACCT SalatiedPersonnel Salary
ACCT SalariedPersonnel. Salary
ACCT SalariedPersonnel. Salary
ACCT SalariedPerzonnel Salary
ACCT SalariedPerzonnel Salary
ACCT SalatiedPersonnel Salary
ACCT SalariedPersonnel. Salary

E----SD-SDD Infarmation Tech
ol i e i e S i e B o e ol i s, el e e,

- Note: Once an account’s formula is set up this way, if a new plan is later added, the formula
will be added to the new plan.

Repeat this exercise for other GL accounts which should be linked to the personnel sheet(s), e.g.
Benefits expense.

Personnel Audit Sheet

If multiple Personnel sheets have been created, and the resulting calculated salaries and/or
benefits are linked to multiple GL accounts, it can be useful to create an audit sheet to ensure
that all of the calculated (modeled) values are included in GL accounts. Create a standard sheet
that displays the modeled and GL salary/wage accounts, and the modeled and GL benefits
accounts. The modeled account totals should equal the GL account totals. (This sheet can be a
plan-independent sheet, which is useful if only the administrator needs access to it.)

Audit Salaries & Benefits
© View Rollups @ Edit Flan | 4
XV frx | 3
Accounts Jan-Z003 Feb-Z009 4
~-Modeled Salaries b
EESEEEEEEEEEEN
--5alariedPersonnel Salary 13,381 13,381
--HourlyPetrsonnel Salary 26,016 26,016 4
--Total | 39,397|| 39,397
, ¢
--GL Salaries ’\yf,
EEEEEEmEN
--F000_01 Salaries 13,381 13,381
- F000_02 Wages 26,016 26,016
--Total | 39,397|| 39,397
--Modeled Benefits
EEEEEEEREEEEESN
--5alariedPersannel Eenefits g03 803
--HourlyPersonnel Benefits 780 780 i
~-Total ¢ 1,583 1,583
4
i
b e V4
-~ 7000_03 Emploves Benefits 1,583 1,583 4
--Total (1,583 1,583
e b s e i o A i e A A A Sl A Ay Ay A A A A A A A A A A
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Create Formulas for Other Headcount-Related Expenses

Now is a good time to set up formulas for any expenses that are driven from headcount in any
way. Usually these expenses are calculated the same way for all (or most) departments, so the
Formulas tab is the place to create the formulas.

First identify all of the expenses which are driven by either headcount or salary/wage values, and
consider the formulas. Some of these formulas may rely on headcount dimensions, used on the
Personnel sheets. Several such examples are listed above, in the section called “Headcount
Dimensions.”

Create Assumptions

Some of these calculations may require the use of global assumptions. If this is the case, go to
Admin, Manage your Assumptions to create the assumptions, then go to the Assumptions sheet
to populate them with values or formulas.

CE.1ﬂnﬂge:|Assumptiu|1§:> v| y

Search: | | o

Marme

[=-Szsumptionz

@ View Rolups € Edit Plan _l E

Accounts Jan-2009 Feb-2009

[=)-AssumpLions
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Use the Formulas Tab

Following are a few illustrations of using the Formulas tab to create calculations for headcount-
related expenses:

e Office Supply expense is driven by headcount x a standard amount. The formula is:
ACCT.Total_Headcount*ASSUM.Off _Supp_per_Hd

Formulas
Account: | ¢7500_01 - 7500_01 Office Supplies ) |

Select All Deselect All
Plan [ Planstate

-| Corporate Plan ACCT.Total_Headcount* ASSUM, Off_Supp_per_Hd
- 50-000 General & Administrative ACCT.Total_Headcount® ASSUM, Off_Supp_per_Hd
E0-100 General Admin ACCT,Total_Headcount* A5SUM, Off_Supp_per_Hd

i O Z2N0 BINANCe B ACCOURLING o o s s s aas s aa oGl hotal Headcount SASSUNM. OFF Sunp, ner Hat

e Auto expense is driven by headcount who have been tagged with Auto = Yes x a standard
amount. The formula is:

ACCT.Total_Headcount[Auto=Yes]*ASSUM.Auto_Exp_per_Hd

- Hint: [Auto=Yes] must be typed into the formula; it cannot be chosen using the Formula
Assistant. For this kind of qualifier, use square brackets. The name of the dimension (in this
case, “Auto,”) must exactly match the name as set up in Dimensions. The dimension value
(in this case, “Yes,”) must exactly match one of the values as set up in Dimensions. These
names and values are not case-sensitive.

Formulas
Account: [ 7400_01 - 7400_01 Auto Expense )

Select All Deselect All
[Plan [ Planstate

-l Corpaorate Plan ACCT.Total_Headcount[Auto=yes]* ASSUM. Auto_Exp_per_Hd
- B0-000 General & Administrative ACCT. Total_Headcount[Auto=yes]* ASSUM. Auto_Exp_per_Hd
E0-100 General Admin ACCT.Total_Headcount[Auto=yes]* ASSUM. Auto_Exp_per_Hd

(ARG SRR A maaara A S A A R O e AN S BB T

e Bonus expense is driven by salaries of employees who have been tagged with a Bonus%
dimension. There are three different dimension values in the Bonus% dimension: 1%, 2%,
and 3%. The formula is:

(ACCT.Total_Salary[Bonus%=1pct]*.01)+(ACCT.Total_Salary[Bonus%=2pct]*.02)
+(ACCT.Total_Salary[Bonus%=3pct]*.03)

Formulas
Account: |C7000_05 - 7000_05 Employes Bonus_ v

Select All Deselect All
Plan | Planstate

-l Corporate Plan (ACCT.Total_Salary[Bonus%=1pct]*.01)+{AC
-| E0-000 General & Administrative {ACCT.Total_Salary[BonusS=1pct]® . 01)+(AC
50-100 General Admin {ACCT.Total_Salary[BonusSe=1pct]*.01)+(AC

aAAacRZ200 Binance B ACCOUNUNG o o aadsssssssasdicE L Tatal Salany [Bonussezingt] ™ OLIHLACE
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Create Expenses Sheet

A standard Expense sheet can be created at any time during the implementation, but now is a
good time because it can be used to check the results of the headcount-related formulas.
Mistakes can be made in the Formulas tab during the creation of calculations, especially when
formulas contain qualifiers such as [Bonus%=0.01]. Make sure that there is some real or
“dummy” headcount in the plan, tagged with at least one of each possible dimension value, so
that calculations can be checked for accuracy.

Go to Admin, Manage Sheets on Plans, or Create a Standard Sheet

Sheets
] q.]anace Sheets on Plans ™ m Create a Modeled Sheet
m [anage Plan-Independent Sheets - Restricted by User m ¢TCreate a Standard Sheet

ol ol e e B e i ol ol e ol ol ol B e o ol ol o ol ol B ol ol ol ol e B R

- For more information on this topic, please see the User Guide for Administrators, in the
section called Sheet Administration.

- Hint: Add an extra group at the bottom of the Expense sheet to included modeled
headcount. This will allow department managers to view their headcount detail at the bottom
of the sheet.

A L P A P S A S i
-/ Headcount
— Total Headcount From Personnel Sheet(s)
f Personnel Headcount

ove Dovn

Troubleshoot Formula Errors

Go to the Expenses sheet for the Corporate Plan rollup, and look at the expenses that contain
formulas. If there is a problem with any formula, the cells in that account will be red and will
display f(x)? Cell Explorer can be used to drill down into an underlying cell, in order to see an
error message such as “Invalid Formula Syntax.”

Return to the Formulas tab for this account, and check the formula for accuracy.
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9. Other Expenses

In some implementations, there are no expenses to be modeled outside of headcount-related
expenses. Others, however, may have other expenses modeling needs, such as:

Travel expense as a function of number of trips, air fare and hotel rates, etc. (This may
have already been considered during analysis of headcount-related expenses.) Consider
creating a standard sheet called Travel. Include on this sheet custom accounts called
“Number of Trips,” “Days per Trip,” etc. as shown below. Then, using formulas, link the
appropriate travel GL accounts to these drivers. Managers would enter their drivers on
the travel sheet, and the travel GL accounts, shown on the Expense sheet, would be
read-only.

Expenses (Travel)
+ .
XV f |
Accounks Jan-2010 Feb-2010 Mar-2010
----- Travel Drivers
~Mumber of Trips 1 1
-DaysTrip 4 1
[=-5000 Travel and Entertainment
ditfare 400 400 800
Hotel 480 120 720
~-Rental Cars 280 70 420
- Meals 220 55 330
%----Other Travel & Ent 0 ] ]
L. Total 1,380 645 2,270
----- Travel Rates
--Rate - Air FareTrip 1,200 1,200 1,200
--Rate - Hokel/Day 300 300 300
--Rate - Rental Car/Day 210 210 210
--Rate - Meals/Day 165 165 165
e e A e A ol e ol A oy A s A T R A

Rent expense as a function of occupied square footage
Property tax expenses as a function of occupied square footage and tax rates

Commissions and marketing expenses as a function of sales (these calculations may
have to wait until the revenue model is built)

Allocations (please see the user guide called “Solution: Allocations” for more information
on this topic.)

The need for modeling these other expenses can be discovered by interviewing the customer,
and by exploring the previously-used spreadsheets or other planning system.
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10. Capital Planning & Depreciation Expense

Capital spending and depreciation expense modeling can occur at any time during the
implementation, once departments and accounts have been created. This planning is usually
less significant than headcount planning, both in terms of modeling effort and importance to the
customer.

The implementer should have answers to the following questions:

¢ Which departments are involved in capital planning (in other words, which departments
need access to the Capital sheet)?

e What are the asset classes (e.g. Computer Hardware, Software, Office Furniture &
Equipment, Leasehold Improvements)?

e What is the depreciation method used for each asset class?

e Which departments plan depreciation expense? (Some companies have individual
departments planning capital expenditures; those departments’ expense plans then
include the resulting depreciation. Other companies might have many departments
planning capital expenditure, but all the depreciation is planned in one overhead or G&A
department.)

e |s accumulated depreciation on the balance sheet planned by asset class, or in one
amalgamated total? (Most companies are not interested in asset class break-down of
depreciation expense or accumulated depreciation. If this level of detail is desired on the
balance sheet in accumulated depreciation, then depreciation expense must also be
planned that way. This is unlikely but is important to ask. The implementer may want to
steer the customer away from this level of detail.)

The customer should be asked to provide a depreciation schedule for existing assets, already
owned by the company. This should include depreciation expense by department and account
(and by asset class, if necessary; see previous question.)

Create the Capital Sheet

Once the above questions have been answered, and depreciation patterns set up, the Capital
sheet can be created. Normally one Capital sheet is sufficient. (Depreciation patterns can also
be created and added to Capital sheet later.)

Go to Admin, Manage Sheets on Plan, or Create a Modeled Sheet

Sheets

m¢Tanage Sheetz on Plans

alb ol

Create a Modeled Sheet

m Manage Plan-Independent Sheets - Restricted by User m Create a Standard Sheet z
Sl o et e e i, i e e e, B e, A e, i, e i, i, i, b, i e, i, e A i b e b e
- For more information on this topic, please see the User Guide for Creating Modeled Sheets.

In order to test depreciation expense formulas (to be set up next), populate the Capital sheet with
some “dummy” data.

- Hint: Explain to the administrator that asset purchases can be planned either by cost x units,
or by asset value x cost of $1.
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Create Depreciation Accounts

Depreciation will be planned in two separate ways. Depreciation on existing assets will be
entered or imported, based on information from an asset-tracking system. Depreciation on future
(planned) assets will be automatically calculated by the Capital sheet. Therefore, required are
either two splits within one depreciation account, or two separate depreciation accounts.

The most efficient solution is usually two separate depreciation accounts. This is because a
formula will need to be written to link the GL depreciation account to the modeled depreciation
account. This formula will likely need to reside in many or all departments, so the Formulas tab
should be used. The Formulas tab cannot be used to set up formulas in splits. The solution
using splits would require that the same formula be created on the expense sheet for each
applicable department.

Create two sub-accounts under an existing depreciation account. Name one something like
“Deprec Existing Assets” and the other something like “Deprec New Assets.”

- 7900_00 Deprec & Amort 7a00_oa Expense
- 7900_10 Depreciation T900_10 Expense
7900_11 Deprec Existing Assets  7900_11 Expense
7A00_12 Deprec Mew Assets Taoo_1z2 Expense

- Hint: Name the first new sub-account “Deprec Existing Assets.” This is because any values
that reside in a non-rollup account will be moved to the first new sub-account. Therefore, if
there are any actual or old plan values in the original depreciation account, they will be
moved to the first new sub-account, “Deprec Existing Assets.”

Link Modeled Depreciation Accounts to GL Accounts

Please see the section above under “Headcount” about linking modeled personnel accounts to
GL accounts. The process for linking modeled depreciation to GL depreciation is similar.

Go to the Formulas tab, and select the new account “Deprec New Assets.” Select All, and use
the Formula Assistant to create a formula like this: =ACCT.Total_Depreciation

=ACCT.Total_Depreciation

Formula Assistant

Accounts
Modeleg + | Searchdeprec Q’m
Total Depreciation - Total (Depr Expense) From Caprtal Sheet(s) ~ :
Comp_Hdwr Depreciation - T0 Tt e vraTe ®pEnse)
LHI Depreciation - Leasehold Improvements (Depr Expense;
Qff_F_and_E.Depreciation - Office Furn & Equu: (Depr Expenze) hd
R S e W e M B B G ot bl ¥ Wt S S G A B U S G e o o =

Be sure to reference the modeled account which summarizes all depreciation from all asset
classes on the Capital sheet. (If depreciation expense and accumulated depreciation need to be
planned by asset class, set up a separate GL sub-account for depreciation for each asset class.
Link each sub-account to the appropriate asset class depreciation, e.g.
=ACCT.Off F_and_E.Depreciation etc.)
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- Hint: If an additional Capital sheet is to be used for Prepaid expenses and the resulting
amortization, be sure to exclude that amortization from this depreciation formula. In this case
it would be inaccurate to include all modeled depreciation from all Capital sheets. Be sure to
include only modeled depreciation from non-prepaid Capital sheets. For more information on
this topic, please see the section below called “Balance Sheet, Prepaid Expenses.”

Enter Depreciation of Existing Assets

It is not necessary at this point to have accurate numbers in the plan for depreciation on existing
assets. But the implementer should make sure that the administrator knows how to obtain these
numbers in the desired format. It would be a good idea to document in the customer notes the
information regarding the different depreciation accounts and how they are used.

In the meantime, dummy numbers can be entered into this account. This will be helpful when
building the balance sheet and testing accumulated depreciation calculations.

- Note: A Capital sheet can also be used to plan prepaid expenses and the resulting
amortization of those expenses. Please see the section below under “Balance Sheet,” called
“Prepaid Expenses,” for more information.
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11. Revenue Planning

Revenue planning varies widely from customer to customer. Most implementations will take
advantage of one or more Sales sheets, especially if balance sheet planning is going to be
included. (The automatic calculations inherent in the Sales sheet are useful in driving Accounts
Receivable.)

Sales Dimensions

Even in the simplest revenue implementations, customers usually use one or more sales
dimensions to sort and subtotal sales data. Examples include Customer, Channel, Product Line,
Region, and Project.

Sales dimensions can be created either manually, or by importing. Both processes are the same
as those described above for plan dimensions, with one exception. The type of dimension can be
left blank if it is to be used only on a modeled sheet like Sales.

Revenue and Invoicing Spreads

The sales sheet may need to include spread lookup tables for revenue recognition and/or
invoicing timing.

When building revenue recognition and invoicing spreads, consider when the pattern begins. For
example, a pattern may have revenue spread over three months following the booking. Does the
revenue recognition begin in the month of booking, or the month after the booking? If it is the
latter, the pattern would have a four-month range with zero in the first month, and 1/3 in each of
the next three months.

Multiple Sales Sheets

More than one Sales sheet may be advantageous. Please see the section above, called “Multiple
Personnel Sheets,” to understand why it is most efficient to understand this need upfront, prior to
creating the first Sales sheet.

All of a company’s sales planning needs could be met by using one Sales sheet, because a Sales
sheet can utilize multiple dimensions and patterns, and the sheet can be available to multiple
sales managers. There are no confidentiality issues, because each sales manager would see
only his own data. There are no currency exchange issues, because each department would be
planning sales in its own currency, and conversion occurs automatically as the data is rolled up.

However, multiple Sales sheets may be desirable for reasons such as the following:

o Different sales departments use different dimensions. For example, US Sales plans by
customer and project, but UK Sales plans by product and region. All four dimensions
(customer, project, product and region) could be included on one Sales sheet, but this could
be confusing. It might be less cluttered for each sales manager to see only the dimensions
necessary for planning in his department.
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Different types of sales use different patterns. For example, one type of business has
revenue recognized 50% upfront when the contract is booked, 25% upon completion of the
implementation, and the rest ratably over the life of the contract. Invoicing is spread between
contract booking and completion of implementation. Another type of business (e.g. software
maintenance) has revenue recognized ratably over the life of the contract. Invoicing occurs
up front. All of these patterns could be included on one sales sheet, and if the volume of
planned business is small, this wouldn’t be a problem. However, if the volume of planned
business is extensive, it might be most efficient to separate the two types of business into two
Sales sheets, for organizational purposes. Each sheet would have access only to the
patterns necessary for that type of business.

Some sales are planned by units x price, some just by dollars. One Sales sheet can
contain some rows which are planned as units x price, and other rows which are planned as
booking value x price of $1. Combining these two methods on one sheet is not a problem as
long as units are not used elsewhere in the plan. If, however, units are an important driver of
cost of goods sold, for example, then these two methods should not be combined in one
sheet. One Sales sheet can be created for the units x price type of business, and another for
business which is not a function of units. This separate-sheet system will preserve the
integrity of the unit values, which can then be used to drive other values in the plan.

Different types of sales are planned in different GL revenue accounts. For example,
Division A uses separate revenue accounts than Division B. One Sales sheet could be used,
and data could be segregated by using a dimension called something like “Division.” This
would allow formulas to capture modeled revenue by division. However, a better solution
might be to create a separate Sales sheet for each division. This way, the extra dimension is
not needed. Division A revenue is driven by Division A Sales sheet, and so forth. Again, this
is simply an organizational device.
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Create the Sales Sheets

Once any necessary sales dimensions and patterns have been created, and the issue of possible
multiple sheets has been considered, one or more Sales sheets can be created. (Sales
dimensions and patterns can also be created and added to Sales sheets later.)

Go to Admin, Manage Sheets on Plan, or Create a Modeled Sheet

Sheets
danage Sheetz on Plang

Create a Modeled Sheet

m [Manage Plan-Independent Sheets - Restricted by User m Create a Standard Sheet
S o B B ot B e i i e A i A, e, A, i, s, o, i, s, i, i, i, A, i, i, A i, s e e

- For more information on this topic, please see the User Guide for Creating Modeled Sheets.

Sorting and Subtotaling Sales Data

Once detail on the Sales sheet has been tagged with various identifiers (e.g. product, regions,
project,) this data can be sorted and subtotaled by any of those identifiers. The data that can be
sorted and subtotaled includes values in all of the modeled accounts associated with the Sales
sheet, e.g. Units, Discount, Bookings, Booked COGS, COGS (recognized), Revenue, and
Invoice.

Reports can be created to sort and subtotal any of these modeled accounts by any of the sales
dimensions. In this way, it is possible to view, for example, revenue by product and by region, or
bookings by project, or units by product line, and so forth. Multiple modeled accounts and
multiple dimensions result in a large number of possible data permutations. These are all easily
accommodated using reports and these modeled accounts.

Link Modeled Accounts to GL Revenue Accounts

Until some formulaic links are established between modeled accounts and GL accounts, none of
the data from the Sales sheet is part of the P&L. There are some decisions to be made about
how much revenue detail is necessary on the P&L itself. The simplest scenario would be to link
one revenue account to the modeled account called “Total Modeled Revenue from Sales
Sheet(s).”

| =ACCT.Total_Revenue

Formula Assistant

Accounts

Modeled « | Search{reven Q"m

Sales.COGS - Sales COGS -~
Tetal_Invoicing - Total Modeled Invoicing From Sales Shest(z)
Sales Inveoicing - Sglesn

gleedmroicE
Total Revenue - Total Modeled Revenue From Sales Sheet(s)
St i e i b, o 8, i, o, A, A, 0, 0 0 e
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This would result in all of the revenue calculated by the Sales sheet going to the P&L, which is
probably accurate. However, users would have no ability to drill-down from the P&L report into
underlying detail by channel, customer, product, project, etc. This may be acceptable, since that
detailed information is available on separate reports, which sort and subtotal the modeled
accounts from the Sales sheet.

It is important for the implementer to understand how much revenue detail (sorted and subtotaled
by which identifiers) is necessary on the P&L report itself. Whatever that level of detail is, it must
be built into the links between modeled and GL revenue accounts.

For example, consider a company that plans sales using dimensions called Product Line, Region,
Type, and Project. On the P&L, the level of desired detail is revenue by product line. (Again,
revenue can be sorted and subtotaled in a variety of other ways, using other reports and modeled
revenue accounts.)

In order to capture revenue by product line on the P&L, the GL revenue accounts must contain
product line detail. Create a revenue sub-account for each product line. The following sections
will describe how to link these accounts to the modeled Revenue accounts for each product.

Manage: | General Ledger Accountz »

Type: | Income % | Search: aF

Marne Code Type

B PL Income Income InCome
E}-SIIIEID_EIEI Revenue 3000_00 Income
| i-Revenue Product & Rew_Prod_A Incame

~Revenue Product B Rev_Prod_B Income

“Revenue Product © Rev_Prod_C Inc:ome

“-3000_1 Sales Discourts 3000_1 Income
S b B i B i s i s i, s, i, A, i A, i A s, i,

Create a Standard Revenue Sheet

Often a Sales sheet is used by one sales department. If this is the case, then the formulas linking
modeled accounts to GL accounts can be created on a standard sheet, instead of using the
Formulas tab. (Even if the Formulas tab is going to be used to create formulas, it is still a good
idea to create this sheet for audit purposes, as described below.)

Create a standard sheet called something like “Revenue.” Include in it all the GL revenue
accounts, and all the modeled revenue accounts. The purpose of this will be to compare one
group to another, to make sure that all modeled revenue is being reflected somewhere in the GL.

Edit Sheet Account Groups

Accounts for Sheek

B GL Revenue
- [=-3000_00 Revenus
E----Revenue Product &

é----Revenue Product B
{ “Revenue Product C
EI--Mpdeled Revenue
“Sales Revenue

ol L, il o, e, Ay, e, Ay, ol Ay, ol A A A, A ol A
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- Hint: If there is more than one Sales sheet, for reasons as described above, it may be
desirable to have more than one standard Revenue sheet. For example, if Division A uses
one sales sheet and Division B uses another, and they use separate revenue accounts, two
standard Revenue sheets are not necessary but might be most efficient.

Then, on the standard Revenue sheet, use the plan selector to go the department which uses the
Sales sheet (e.g. the Sales department.) Or, in the case of multiple departments using the Sales
sheet, go to the Sales rollup department, or the Corporate Plan department, in Edit Plan mode.
In this case, be sure to use [rollup=Yes] in formulas. (Or, go to the Formulas tab and create the
formula in all departments which are involved in sales planning.)

Create a formula in each product-specific revenue account, such as this:
=ACCT.Total_Revenue[Product=Product A]
This formula references total revenue from all Sales sheets, for Product A. [Product=A] must be

typed into the formula.

It may be that only one Sales sheet is referenced in the formula, as in the case with different
Sales sheets going to different revenue accounts. In this case, Product A can be chosen in the
Filter section of the Formula Assistant. Be sure to click on Select after choosing the dimension.
Then click “Insert” to include it in the formula.

Formula Assistant
Accounts

[ Modeled

|Q,,

w | Search:lrevenue

Sales.Invoicing - Sales Invoice
Total Revenue - Total Modeled Bevenue From Sales Sheet(z)
Sales.Revenue - Sales Revenue

otal_Salary - Total Modeled =alary From Perzsonnel Sheet(s)

Plan: Rolup Month: | This | Split: | None & :'

FiIter:lPruduc:t V|:| Product A Vl |F'r0CIUCI=F'I'0EILIC’E.-‘\ 4
St e, e, A A e, g A A g, A Ay Ry A A Ay, A e e A A A e e e

When the formulas are complete, use the Revenue sheet to check the total of the GL revenue
accounts against the total of the GL modeled accounts. The totals should equal one another. If
they do not, check the GL revenue account formulas to make sure that all of the modeled
revenue is included.

Revenue
© Yiew Rollups @ Edit Flan !
XV | <
4
Accounts Jan-2003 Feb-2009
[=)-3000_00 Revenue
;----Revenue Product & 19,000 19,000
%----Revenue Product B 7,200 7,200
%----Revenue Product 3,600 9,600
“Total 35,800 35,800/ |
2 4
-Modeled Revenue
----- Sales Revenue 35,800 35,800, &
----- Total 35,800 35,800
i, i, o, i, i ] s e i i
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The purpose of this sheet could be expanded to display all of the calculations resulting from the
Sales sheet(s.) In this case, name the sheet something like “Sales Summary.” Include the
modeled accounts which summarize units, bookings, invoicing, revenue, and even cost of goods
sold, if desired.

P&Ls Using Modeled Accounts

A company may want to see its revenue sorted and subtotaled more than one way, on more than
one P&L. For example, the same company described above also wants to see a P&L with
revenue sorted by project. This can be accomplished by creating a P&L which uses modeled
revenue accounts (instead of GL revenue accounts) to subtotal revenue by project.

Because the standard revenue sheet has been used to confirm that GL revenue equals total
modeled revenue, one can be confident that this alternate P&L displays the correct total for
revenue.

Using Custom Accounts to Summarize Sales Data

Custom accounts can also be created to summarize data from sales sheets. These accounts can
gather sales sheet data based on a dimension such as “product”, or even on the row label if
further splits have been planned within that product dimension. These accounts can then be
displayed on a standard sheet called something like “Sales Summary,” or on reports.

- Hint: To avoid confusion about what kinds of accounts are being displayed on sheets and
reports, use a naming convention to differentiate custom accounts from GL accounts. For
example, name a custom account “cRevenue Project 1.” The small letter “c” at the beginning
of the account name identifies it as a custom account.

- For more ideas on this topic, please see the User Guide called “Solution: Top-Down and
Bottom-Up Sales Planning.”
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Drive Expenses from Sales

The sales plan can be used to drive expenses, such as a marketing expense called Lead
Generation Programs. For example:

e This planned expense is to be calculated as the monthly number of new leads * $0.75.

e New leads are calculated as 10% of the Product A unit forecast 3 months out, plus 20% of
the Product B unit forecast 2 months out.

Following is a step-by-step demonstration of how this can be set up.

1. Unit forecasts are entered into the Sales sheet. Each item is tagged with a product, as
described above. In this case, the Sales sheet uses the units x price method of planning.

X ¥ fx |

Label Region ... Product @ ... ... L [ Jan-2009 Feb-2009
Region 1, Widget 1 |Region 1 |...[Produck & | ... | )]s 5,000 5,000
Region 2, Widget 1 |Regionz |, [Produck & |0 [l oo 6,000 6,000
Region 1, Widget 2 |Region 1 | [Produck B | . [l ood]ens 2,500 2,500
Region 2, Widget 2 |Regionz  |...|Produck & | ... || ... 1,200 1,200
Region 1, Widget 3 |Region 1 | [Produck C | ... [l )oid]ons 2,500 2,500
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ T T T T T T i T e T T T T o e i

2. The next step is to create an assumption to calculate the number of sales leads required in
order to generate the planned level of bookings. This calculation is:

=ACCT.Sales.Units[time=THIS+3,rollup=yes,Product=Product A]*.10

+ACCT.Sales.Units[time=THIS+2,rollup=yes,Product=Product B]*.20

@ viewRolups © EditPlan | 4 T = & B we B TE

- - - oe 9

8

X v fx |=.ﬂ.CCT.Sales.Units[time=THIS+3J rollup=vyes, Product=Product AT*, 104+ACCT. Sales. Units[time=THIS+2, rollup=vyes, Product=Product B]*.20

(o)
Ili

Accounts Jan-2009 Feb-2009 MW Apr-2009 May-2009 Jun-2009 Jul-2009 AL
[=l-Assumptians
L-Office Supplies per Head 63,79 63,79 63,79 63,79 63,75 63,75

AUk Exp per Head 450 / 430 430 450 430 450 430
~-Leads Required 3,340 3,340 3,340 3,340 3,340 3,340 3,340 4
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3. Finally, an expense item is created in the Marketing plan, in a marketing expense account,
calculated as the monthly number of new leads * $0.75.

Expenses
¥ ¥ fx |=B35UM.Leads_Reqd®.7s &
Accounks Jan-2009 =
[=I-PL Expense
[+-7000_00 Payroll & Related o *
[#-F100_00 Oukside Services §
[+-7400_00 ALta & Other \ 0
[+}-7500_00 Supplies & Equip X 0 g
=} 7600_00 Marketing \ P
E----.‘-"GDD_ID Lead Generation 2,505
i Total 2,505 &
i, o i, il o, il i, iy e i e i B BB A S ES S

12. Create Users

User set up can occur at any time during the implementation. Setting up users is not difficult; in
many cases the administrator assumes responsibility for this after the model is completed.

The number of authorized users can be found on the user’'s contract. Also, a user whose login
begins with “adaptive” (e.g. adaptive@xyzcorp.com) can find the number of users in Admin,
Company Setup, Setup Details.

First month of fizcal year: | Jan %

@rchased: | 8) |
Edition Enterprise |
Multi Currency:

Waorkflow:
Beta Program: O

Locals precision:

P g A A A g, A A A A Al e e e

The Adaptive Planning application does not limit the number of users that can be created. (If a
customer creates more users than allowed per the contract, they will be invoiced accordingly.)

Only the user whose login begins with “adaptive” has the ability to delete users. This is usually
the login of the implementer.

Since each user must be assigned a role, the Roles and Permissions should be set up first.
Then the users can be created, roles and plans assigned to them, and sheet access granted.

— For more information on this topic, please see the User Guide for Administrators, in the
section called “User, Role, and Permission Administration.”
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13. Create Reports

Reports can be created at any time during the implementation. The implementer should review
the customer’s existing reports to determine reporting requirements. Most of the time the reports
which need to be created are different views of a P&L. The balance sheet and cash flow
statement already exist in sheets, but may also be set up in reports to take advantage of
additional formatting available there.

Click on the Reports Tab

(R,  Ferorts

— Please see User Guide called “Reporting” for more information on this topic.

Net Income & Other Metric Accounts

Adaptive Planning does not automatically calculate Gross Margin, Net Operating Income, Net
Income Before Taxes, Net Income, etc. In order for these calculations to appear on reports, or to
be included on the balance sheet, or to be included in other calculations, they must be created
and their formulas defined.

The best place to create these calculations is in metric accounts. This is because metric
accounts (which must always contain a formula) perform calculations in a slightly different fashion
from other accounts.

GL and custom accounts sum the parts of a formula before evaluating the formula. For example,
consider the following gross margin percentage calculation:

=DIV((ACCT.Income-ACCT.Cost_Of Goods_Sold),ACCT.Income)

If this calculation were set up in a custom account, the system would divide (income minus cost of
goods sold) by income for each plan, and then add these results together. But if the calculation is
set up in a metric account, the system first rolls up revenue for the entire plan, and then rolls up g
for the entire plan, then performs the calculation specified in the formula. This way of calculating
gross margin percentage is more appropriate. Because of this, metric accounts are particularly
appropriate when the account’s calculation includes division and is to be performed at the
corporate level.

Following are some examples of this type of metric account, and sample formulas:

Gross Profit (Loss) ACCT.Constr_Rev-ACCT.Cost_Of Goods_Sold
Income (Loss) from Ops ACCT.Gross_Prof Loss-ACCT.Expenses
Income Before Taxes ACCT.Inc_from_Ops+ACCT.Oth_Inc_Exp

Net Income(Loss) ACCT.Inc_from_Ops_by Acct+ACCT.Non_Operating_Income-
ACCT.Non_Operating_Expenses

- Hint: Organize these metric accounts by creating a group called something like “Profit/Loss
Metrics.”
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Then, in the report builder, select these custom accounts to be included on P&Ls.

Predefined Dimensions
E-Accourts

t-GL Accounts
E-Custom Accourts
E-Metric Accounts
ommiCivil Alloc Metrics
oh Metrics
E-Profitloss Metrics

Construction Revenue

Gross Profit (Loss)
Construction Profit (Loss)
Incomme (Loss) from Operations
Income from Ops by Acct
Income Befare Income Taxes
Met Income (Loss)

“plet Income [Loss) by Account
[#-Modeled Sccournts

A zsumptions

A ATHTENELECIENEERAES o A a s s

Compound P&L

A compound P&L is one whose rows are a combination of departments and accounts. The report
row structure might look like this, for example:

Revenue: A range of income accounts
Cost of Goods: Certain departments, plus some accounts from other departments
Operating Expenses: Operating departments, plus some accounts from other departments

In Adaptive Planning reports, the rows axis can contain departments and accounts, but this

selection is for the entire axis. A report cannot have departments in the first nine rows, followed
by accounts in the next seven rows, followed by departments in the remaining rows, for example.

dERph X% T R

Title

¥ Fy-2007 4

Drag here to a}

¥ Corporste Plan ¥ FL Expenze

-

Depts Accts

>

.

Drag here to add a row

-

b alh e i o b i e b ol o
s

e, e, i, S, i, ol i S, g, M M, M Ay My, My My, Ay A M A A A Al A A A

The solution to creating a compound P&L is to use custom accounts.

- Hint: First, in custom accounts, create a group called something like “Custom Accts for P&L”
as an organizational device.
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The starting point for the compound P&L in Adaptive is a report with accounts in the rows axis. A
custom account must be created for each row on the compound P&L which refers to
departments, or a combination of accounts from multiple departments. Then, the report is built
using a combination of GL and custom accounts in the rows axis. The GL accounts can be drilled
into, but the custom accounts cannot. (Separate reports can be created for those pieces —
reports with departments in the rows axis, and the custom account(s) in the filter. The rows in
these reports can be drilled into.)

Continuing the example above, the Revenue section of the report does not require any custom
accounts, because it displays accounts. GL accounts will meet this need.

However, custom accounts will need to be created for all the rows in the Cost of Goods Sold
section, which refer to specific departments. For example, there are three departments which roll
up into COGS, departments 40-100, 40-200, and 40-300. Create three custom accounts, with
names and formulas such as this:

40-100 Expenses =ACCT.Op_Exp (in department 40-100 only)
40-200 Expenses =ACCT.Op_Exp (in department 40-200 only)
40-300 Expenses =ACCT.Op_Exp (in department 40-200 only)

When creating the custom account, click on the link to set plan values and formulas.

Account Details
 Code: 40_100
- Name. 40-100 Op Exp
Type: Periodic
Rollz up to: Indirect Construction Costs A p:
Dizplay a=s: Number :
Decimal places: 0w :
@ Estdsfauﬂ-.-alu@ <
Actuale: (#) Enable Actuals [Specifv default formulas) %
i Q«ME Actuals for accpunt [shoy plan data),

This opens the Formulas tab, with this new custom account selected. The formula should be
placed in the one department it pertains to. For example, in the account called 40-100 Expenses,
the formula =ACCT.Op_Exp should be placed only in department 40-100.

When these accounts are placed in the rows axis of the compound P&L, they will be viewed at
the total company (rollup) level. But each one will still display the results of the formula for one
department each.

For rows on the P&L which represent an account across several departments, a slightly different
approach is used in the custom account formula. Continuing the example above, the operating
expense section of the compound P&L contains some rows which sum values from accounts
across several departments.
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Create the custom account as described above. Then, in the Formulas tab, place the formula
(e.g. = ACCT.40_000) in each appropriate department. Remember that on the P&L, this custom
account will be viewed at the total company (rollup) level. The account total will sum the results
of the formula across more than one department.

P PL Income E
Once the custom accounts and their formulas have been created, they GL Account z
can be chosen in the rows axis of the compound P&L, along with GL s
and metric accounts. As described above, in the report builder, place £
accounts in the rows axis. =
b PLCOGS &
- Hint: Create separate metric accounts to calculate Gross Margin, GL Account
Net Income, etc. for this compound P&L. In the metric account
formulas, use the accounts (GL and custom) which are to be
displayed on this particular report. This way, these calculations are Cross Mergin %

sure to reflect the values on this report.
Metric Account

P+ PL Expenze

GL Account

Met Income

Metric Account

A e, A o, A e A i A e

- Hint: For auditing purposes, create another P&L, with a traditional account sort. In the rows
axis, place all of the GL and metric accounts necessary to complete a P&L by account, as
shown in this example: The metric accounts (e.g. Net Income) used in this P&L reference the
accounts shown on this report in their formulas. Compare the bottom line (Net Income) of
this P&L to the bottom line of the Compound P&L. They should equal one another. If they do
not, check the formulas in all the metric accounts to make sure they are accurate. Also check
the combination of GL and custom accounts used on the compound P&L, to make sure their
formulas are accurate, and no revenues or expenses are being left out of the compound P&L.
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14. Create Balance Sheet and Cash Flow Statement

Balance Sheet

The GL balance sheet “root” account categories are standard in the Adaptive Planning
application. (In other words, they are created automatically when a plan is created.) These
categories are Assets (Current Assets, Fixed Assets, Long Term Assets, Other Assets); Liabilities
and Equities (Liabilities, Current Liabilities, Long Term Liabilities, Equity); and Equity Net Income.

Manage: | General Ledger Accounts | » |

Type: | Al A | Search: | o

Current_Azsets

--Fixed Azzets Fixed_Assets
F-Other Aszets Cther_Assets
H--Ligbil'rties and Equities Liakilties_Equities

--Liabil'rties Lishilities

--Equ'rt':.f Ecjuity
il i e ol e i g, S, g, S i g, S, S i Ay, Ay Ay My A A Ay A A A A A M A A A

Also standard is a sample report called Balance Sheet. Running this report will display these
account categories and their subtotals for the current month.

Hew Report Autharing b

Accounts Jan-2008
Ad Hoc Reports

[l Assets

‘ Matrix Current Assets
Ficed Assets

ﬁ WModel
‘ Pattern

‘ Audit Trail Search [=] Liabiliies and Equities
[ Liabiliies

0
0
0
0
0

Current Liabilties o

Sample Reports

Long Term Liabilties 0
Total Liabilities 0
i Balance Sheet
=] Equity
ﬁ P&L Equity Net Income 0
Total Equity 0
Total Liabilities and Equities 0
A A ol A A A A A A A A A

The rest of the balance sheet must be set up by the implementer (or the administrator.) This will
include the following tasks:

Import or manually create balance sheet GL accounts

Create a standard sheet called “Balance Sheet”

Import actual balance sheet data

Create formulas in balance sheet accounts

Ensure that the balance sheet balances (assets = liabilities + equity.)
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Create Balance Sheet Accounts

If the balance sheet accounts (assets, liabilities, equity) were not created as part of the initial
account setup, they should be added now.

- Note: If P&L accounts contain formulas and/or data, the balance sheet accounts must be
added manually instead of imported. (This is because importing a GL account structure
deletes any existing GL account structure.) For more information on this topic, please see
the section above, called “Create General Ledger Account Structure.”

Click on Admin, “Manage your General Ledger Accounts”

Administration

Build and Customize Model
m Manage Versions

Manage yvour General Ledger Accounts

= Manage your Plan Structure = Manage vour Modeled Accounts

n [Define Dimensions = NManage vour Metric Accounts

m Nanage yvour Custom Accounts

m  Manage yvour Assumptions
Sttt ot b e i s i b s b e A i s b i b i b e b B e B

Please review the section above, “Create General Ledger Account Structure/Entire COA, or
Subset,” to determine how many of the actual balance sheet accounts to set up in Adaptive
Planning. There are often many more balance sheet accounts used in the General Ledger than
are necessary for planning. If this is the case, the shorter subset can be set up, and upon the
initial import of actual balance sheet data, the many accounts can be mapped to the few. Or, all
the accounts can be set up. In this case, the key accounts (e.g. cash, accounts receivable,
accounts payable) can be planned with formulas, and the rest can simply carry balances forward
from the last month of actual data. Either method is acceptable.

Planned by Monthly Delta or Balance

Balance sheet accounts are cumulative accounts, and can be planned by monthly delta, or
balance. At this stage, they can be set to the default, planned by monthly delta.

Account Details

 Code: 1300_01
- Name: 1300_01 Hardware

Type: Fixed Aszset (cumulative)

Roll up to: 1300_00 Property & Equipment %

fanned by: ® Monthly Dekta C}@

R IﬂWAaAAAAACArE&LC&AAA&4.4.4.4.4.4.4.4.4.4.4.4.4-.

As balance sheet modeling takes place, some accounts will need to be changed to “planned by
balance.” Following are examples of the two different choices:

Planned by monthly delta: The account’s ending balance is calculated as beginning balance +
inputs — outputs = ending balance. E.g. Accounts Receivable is calculated as beginning balance
+ new billings — payments from customers = ending balance.
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Planned by balance: The account’s ending balance is entered or calculated with a formula, e.g.
Accounts Payable = 100% of all expenses for the month, excluding payroll, depreciation, and
amortization.

Accounts which are planned by balance can contain splits. Accounts which are planned by
Monthly Delta cannot.

Create the Sheet

Once the balance sheet accounts have been established, create a standard sheet to display
them. Formulas will be built using this sheet.

Go to Admin, Add, Edit or Delete Existing Sheets, or Create a Standard Sheet

Sheets

m Create a Capital Sheet
m (Create a Personnel Sheet
m Create a Sales Shest

n{_Create a Standard Sheet
e —

P e e ol B B Bl B R B B B e e e M R e e e e e B B B B e o B B o e o o o o

Name the sheet “Balance Sheet.”

Select sheet type: | Standard |

Sheet name: Balance Sheet
DUUUURL | = IR

Add the Assets and Liabilities & Equity Groups. Check the “Show Initial Balance” box.

Edit Sheet Account Groups

accounts for Sheet Show initial balance
.3

B Balance Sheet

Azsets
i Current Assets
~Fixed Azzets

| E-Other Assets
A A i T T i i i o e B e B B e B B B e

Heading: |Balance Sheet

Make the sheet available only to the Corporate Plan. (Or, if more than one balance sheet is to be
planned, e.g. one for US and one for Europe, choose the appropriate rollup departments.) This is
more efficient than using a special balance sheet planning department, e.g. 90-000 Balance
Sheet. This is because the Corporate Plan department has access to all of the data in the plan,
and this is necessary to drive the balance sheet. A separate, standalone department has access
to no data except the data in that department. Assumptions would have to be written to capture
the data necessary to drive the balance sheet (e.g. total company revenue drives AR; total
company expenses drive AP.)
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Import Actual Balance Sheet Data

It can be helpful to import at least one month of actual balance sheet data at this point, for the
following reasons:

e The implementer can ensure that all of the necessary balance sheet accounts have been
set up. Also, there are often many more accounts used in the General Ledger than are
necessary for planning. If the decision has been made to set up only a subset of all
balance sheet accounts, the mapping of the many to the few can occur now.

e Seeing the actual balance sheet data can give the implementer an idea of both the
complexity of the balance sheet, as well as which accounts need to be planned.

- Hint: This guide assumes that the normal balance of both assets and liabilities/equity is a
positive number. The calculations described below are based on this assumption.
Liabilities/equity can be displayed as negative numbers, but this will affect some of the
calculations below, as noted. So when importing balance sheet actuals, pay attention to the
“sign” of the liability and equity accounts. If they are negative numbers, some of the formulas
below must be reversed.

- Hint: Make sure that the actual balance sheet data balances (assets = liabilities + equity.) If
it does not, data is missing.

Create Formulas in Balance Sheet Accounts

It is normally most efficient to create all balance sheet formulas on the sheet itself, in the
Corporate Plan, in Edit Plan mode (or in rollup departments, such as US, in Edit Plan mode.)

Balance Sheet Sheet i
O view Rolupd. @ Edit Plan
R L T s, A

The formulas do not need to be duplicated across multiple departments, so the Formulas tab is
not needed. (However, if more than one balance sheet is to be set up, e.g. one for the US and
one for Europe, the Formulas tab can be used to create the same or similar formulas in all
appropriate rollup departments.)

This section will illustrate some typical formulas for the most commonly used balance sheet
accounts, such as cash, accounts receivable, fixed assets, and accounts payable.

- Hint: Many formulas will gather data from across the plan, e.g. Accounts Receivable is
driven by total company billings. Be sure to use [rollup=yes] in these formulas to pull data
from the entire Corporate Plan rollup. Otherwise, the formula will pull the data from just the
Corporate Plan in Edit Plan mode. “[rollup=yes]” must be typed into the formula.

- Hint: If all GL balance sheet accounts have been set up (as opposed to just the ones which
will be used for planning,) there are likely to be multiple accounts which will carry forward
actual balances but will not contain formulas.

These accounts should be planned by monthly delta, so they will have this formula:

Previous + |0 l

These accounts will then carry forward an ending balance from the last month of actual data.
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- Hint: Custom accounts and/or assumptions can be used to aggregate other accounts to
simplify formula-writing on the balance sheet. They can also be used as “stepping-stone”
calculations, which will become part of a larger calculation. Rather than build a very long
formula on the balance sheet, some pieces of the calculation can be created in assumptions.
For example, if Average Daily Sales is used to drive Accounts Receivable, a “stepping-stone”
assumption could contain this formula:

=Div(ACCT.Total_Revenue, ASSUM.DaysInMonth)

This Average Daily Sales assumption is then used to drive the AR balance on the Balance
Sheet.

These custom accounts and assumptions can follow a naming convention, such as beginning
with BS. This way they can be easily identified as to their purpose.

These custom accounts and assumptions can be gathered in a group called “Balance Sheet
Drivers” or “Balance Sheet Assumptions.” They can all be displayed on a standard sheet
called something like “Balance Sheet Drivers.”

Cash is typically planned by balance, and is used to “plug” the balance sheet. In other words, it
contains a formula such as:

= ACCT.Liabilities + ACCT.Equity — ACCT.Other_Assets

If all balance sheet accounts are being used for planning, there may be multiple cash accounts.
Choose the main cash account to hold the formula (this is usually the account with the largest
ending balance.) The other cash accounts should be planned by monthly delta; these can
simply carry forward an ending balance from the last month of actual data.

- Hint: Modify the chart of accounts to gather these other cash accounts in a rollup called
“Other Cash.” This will simplify the “plug” formula in the main cash account, e.g.

=ACCT.Liabilities_Equities-(ACCT.Oth_Cash+ACCT.Curr_Assets_ex_Cash+
ACCT.Fixed_Assets+ACCT.LongTerm_Assets)

- Hint: If the normal balance of liability/equity accounts is negative instead of positive, this
formula must be rearranged, e.g.

=-(ACCT.Other_Assets)-ACCT.Liabilities_Equities

Accounts Receivable

Method #1: AR is planned by monthly delta. Its increase is driven from modeled invoicing
from the Sales sheet(s). Its decrease is also driven from invoicing, but from a time period other
than the current month.

To factor in the average number of days that invoices are outstanding, use the Month option in
the Formula Assistant.

Formula Assistant
Accounts

Al “ | Search; r

Aszets - Aszets

Current_As=ets - Current Azsets
13000 - 13000 - Prepaids

13100 - 13100 - Prepaid Expense
Plan:| Thiz w Rolup \Month: w | Jsplit: [ Hone
o b A A A A A A S A A A A A SAA A A AAA LA N P W "W
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For example, if Days Sales Outstanding (DSO) is 20 days, use time=THIS-1 (which refers to 30
days ago, so this is approximate.) If DSO is 60 days, use time=THIS-2, etc. For example:

=ACCT.Total.Invoicing[rollup=yes]-ACCT.Total.Invoicing[time=THIS-1,rollup=yes]

- Hint: The “decrease” part of the formula should be modified for the first month or two of the
plan period. E.g. if AR is decreased by ACCT.Total.Invoicing[time=THIS-2,rollup=yes], the
formula would be looking for modeled invoicing from two months ago. No modeled invoicing
exists in the months prior to the beginning of the planning year. So, in the first two months of
the plan year, this part of the formula should be replaced by a value. Be sure that the
administrator understands this.

Method #2: AR is planned as DSO x average daily sales. In this case, AR is planned by
balance.

Assumptions are used behind the scenes. First, create an assumption to hold the number of
days in each month. Then, in a second assumption, enter or calculate DSO. Then, in a third
assumption, calculate average daily sales with a formula such as:

=Div(ACCT.Total_Revenue, ASSUM.DaysInMonth)
Then, on the balance sheet, in the Accounts Receivable account, the formula is:
=ASSUM.DSO*ASSUM.Avg_Daily Sales

Allowance for Doubtful AR

Allowance for doubtful AR accounts is typically planned by balance, with a formula such as:
=ACCT.AR*(-1*ASSUM.Doubt_AR_Pct)

The value in the assumption called Doubt AR_Pct can be entered or calculated. It is the
percentage of AR which is to be considered doubtful, or uncollectable.

Prepaid Expenses

Use a Capital Sheet

Prepaid expenses can be planned using Capital sheets. Ask the customer the same sort of
guestions as were asked regarding capital planning (please see the section above, called “Capital
Planning and Depreciation Expense,” for more information.)

First, consider the patterns — how the prepaid expenses will be amortized to the P&L. The most
common pattern is to spread the expense evenly over 12 months. Go to Admin, Define Patterns
and create the necessary patterns.

Next, create a Capital sheet called “Prepaids.” Select the pattern(s) created in the previous
step. The asset classes might be named Prepaid Insurance, Prepaid Software Maintenance, etc.
Give sheet access to the departments which plan prepaid expenses.

Next, review the accounts which are to be used for the expense amortization, e.g. insurance
expense. As with depreciation, these accounts will be planned in two separate ways.
Amortization of existing prepaids will be entered or imported. Amortization of future (planned)
prepaids will be automatically calculated by the Prepaid sheet. Therefore, required are either two
splits within each expense account, or two separate accounts.
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The most efficient solution is usually two separate accounts. This is because a formula will need
to be written to link the GL amortization account to the modeled amortization account. This
formula may need to reside in many or all departments, so the Formulas tab can be used. (The
Formulas tab cannot be used to create formulas in splits.)

Go to the accounts which are to receive the amortization of prepaids. Create two sub-accounts
under the existing expense account. Name one something like “Amort Old Prepaids” and the
other something like “Amort New Prepaids.”

- Hint: A third sub-account may also need to be created, if the account is also used to plan
expenses unrelated to Prepaids. This is sometimes the case with Insurance expense
accounts. For example:

- F3020_00 Ins - Auto F30z20_00 Expense 4
730Z0_01 Auto Exp from Old Ppds  73020_01 Expense 4
73020_02 Auto Exp from Mew Ppds  F3020_02 Expense :

73020_03 Auto Exp not from Ppds  73020_03 Expense !
e i i, i i B i e, i, i, i, i i i, e, i, e

- Hint: Name the first new sub-account something like “Exp Old Prepaids.” This is because
any values that reside in a non-rollup account will be moved to the first new sub-account
created. Therefore, if there are any actual or old plan values in the original expense account,
they will be moved to the first new sub-account, “Exp Old Prepaids.”

Next, link the modeled amortization accounts to the appropriate GL accounts (the ones that
have “New Prepaids” in their names.) In the Formulas tab, go to the “New Prepaids” GL accounts
and write formulas equal to the modeled amortization accounts, such as:

=ACCT.Ins_Auto.Depreciation

The modeled accounts which hold the calculated expense amortization will be called
Depreciation, because this is a Capital sheet, being used as a Prepaid sheet.

Unlike with fixed asset depreciation, which does not usually need to be broken out by asset class,
amortization of prepaid expenses usually goes to a different expense account for each type
(class) of prepaid.

Next, enter amortization of existing prepaids into the expense accounts which have “Old
Prepaids” in their names. It is not necessary at this point to have accurate numbers in the plan
for amortization of existing prepaids. But the implementer should make sure that the
administrator knows how to obtain these numbers in the desired format. It would be a good idea
to document in the customer notes the information regarding the different prepaid expense
amortization accounts and how they are used. In the meantime, dummy numbers can be entered
into this account. This will be helpful in testing the prepaid balance sheet accounts.
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Plan the Prepaid Balance Sheet Accounts

Prepaid expenses are planned by balance. For each prepaid, create three splits, with names
and formulas such as:

=+-1400 Prepaid Expenses b
; %---14[!1 Prepaid Insurance 3,007 ;

; é----Beginning Balance 0 3,007 -1504

- Plus Additions 0 0 ot

;----Less Expensed n -3,157 -657 :
\«AAAE%'«A i A *13'2[13 . {LSE N ;_EFE!.

Beginning Balance: Refers to this same account balance, last month:
=ACCT.Prepaid_Ins_Auto[time=THIS-1]

Plus Additions: Refers to the modeled account which captures the value of new prepaid
expenses from the Prepaid sheet:

=ACCT.Ins_Auto.Value[rollup=yes]

Less Decreases: Refers to the total expense related to both old and new prepaids (notice that
this excludes the possible third sub-account, which is used for the same type of expense
unrelated to prepaids):

=-1*(ACCT.Auto_Ins_Exp_OlId_Ppds[rollup=yes]
+ACCT.Auto_Ins_Exp_New_PpdsJrollup=yes])

Create a Prepaid Audit Sheet

Especially if there are multiple prepaid balance sheet accounts, and multiple “asset classes” of
prepaids being amortized to many different expense accounts, it can be helpful to create a
standard sheet whose purpose is to audit all of the prepaid activity. This sheet can be called
something like “Audit Prepaids.” Following is a suggested layout of accounts to include on the
report:

1. Amortization of Old Prepaids: Include the GL expense accounts which contain
amortization expense from prepaids which existed prior to the plan period.

2. Amortization of New Prepaids: Include the GL expense accounts which contain
amortization expense from new prepaids, planned on the Prepaid (Capital) sheet. The
sum of #1 and #2 should equal the decreases from the prepaid balance sheet accounts;
in other words, does the balance sheet decrease properly reflect the expense in the
P&L?

3. Amortization of New Prepaids (Modeled): Include the modeled “depreciation”
accounts from the Prepaid (Capital) sheet. The total of #2 should equal the total of #3; in
other words, does the GL expense (and consequently, balance sheet) activity properly
reflect the values calculated by the modeled sheet?

4. Additions to Prepaids (Modeled): Include the modeled “value” accounts from the
Prepaid (Capital) sheet. This should equal the additions to the prepaid balance sheet
accounts; in other words, does the balance sheet properly reflect the increases in prepaid
expenses?

5. Prepaids (Balance Sheet): Include the balance sheet prepaid accounts. Use this
section to check the balance sheet activity against the accounts listed above.
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- Hint: This sheet should be viewed at the Corporate Plan level, in Rollup mode, in order to
see the total values for #1 through #4. The sheet should be viewed in Edit Plan mode, on
order to see the splits in #5, the prepaid balance sheet accounts (additions and decreases to
prepaids.)

Fixed Assets

Fixed assets, also known as Property, Plant, and Equipment, are planned by Monthly Delta.
These accounts are increased by the additions to the Capital sheet. There are no decreases to
these accounts (because the decreases are planned in the offsetting Accumulated Depreciation
accounts.)

If there is a separate asset account for each asset class on the Capital sheet, then the formula in
each asset account should look like this:

=ACCT.Off_F_E.Value[rollup=yes]

This formula pulls the modeled value of fixed assets from the Capital sheet for one asset class; in
this case, Office Furniture & Equipment.

If there is one asset account for all fixed assets, then the formula in this asset account should
look like this:

=ACCT.Total_Value[rollup=yes]

This formula pulls the modeled value of all fixed assets from the Capital sheet, for all asset
classes.

- Hint: If prepaid expenses are being planned using a Capital sheet, be careful to not include
in this formula any values related to prepaids. ACCT.Total_Value would be incorrect, in this
case, because this would include all new capital expenditures plus all new prepaids. In this
case, instead write the formula like this:

=ACCT.Off_F_E.Value+ACCT.M_and_E.Value+ACCT.Misc_Equip.Value

This formula adds together the modeled value of all fixed assets for all asset classes.

Accumulated Depreciation

Accumulated Depreciation is planned by Monthly Delta. This account has a negative balance
and is increased by a negative number, with a formula such as:

=-1*ACCT.Total_Depreciation[rollup=yes]

This formula pulls the amounts from all GL depreciation accounts. In other words, it includes
depreciation on existing assets and depreciation on new assets, planned on the Capital sheet.
Please see the section above, called “Capital Planning and Depreciation Expense,” for more
information on this topic.

- Hint: Don't forget to make the results of this formula a negative number.
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Accounts Payable

Method #1: AP is planned by Balance. It is calculated as total expenses, less any expenses
likely to be paid during the month (e.g., payroll,) less non-cash expenses such as depreciation
expense.

To factor in the average number of days that invoices are outstanding, multiply the entire formula
by a percentage. For example, expenses * 1 means that typically one month of expenses is
unpaid. Expenses * .50 means that payables are paid fairly quickly, because only ¥ of one
month is unpaid. Expenses * 1.10 means that payables take slightly longer than a month to pay.
For example:

=(ACCT.Expenses[rollup=yes]-ACCT.Salary.Related[rollup=yes]-
ACCT.DeprecExpJ[rollup=yes])*1.10

Alternatively, the formula can reference the appropriate expenses from the current month plus
some portion of the same expenses from prior month(s), such as:

=ACCT.AP_Exp_Diriver[rollup=yes]+ACCT.AP_Exp_Driver[time=THIS-1,rollup=yes]*.5

This formula uses a custom account called AP Expense Driver to gather together the appropriate
expenses. Then, the AP balance is planned as these expenses for the current month plus % of
these expenses from the prior month. In other words, payables are normally paid in 45 days. (If
this type of formula is used, be sure to modify it in the first month of the planning year: replace
the second piece of the formula with a value, since there are no planned expenses prior to this
month.)

- Hint: Additional or different accounts may drive AP. For example, Cost of Goods Sold might
need to be included. Any component in the formula can be modified by a fraction, such as
* 25, if appropriate.

- Hint: Modify the chart of accounts as needed to group expenses to facilitate gathering
accounts which drive AP. Also, consider using assumptions or custom accounts to gather
the appropriate AP drivers. This will simplify the formula in the AP account itself.

Method #2: AP is planned by Balance. It is calculated as ADP (Average Days Payable) x
average daily expenses.

Assumptions are used behind the scenes. First, create an assumption to hold the number of
days in each month. Then, in a second assumption, enter or calculate ADP. Then, in a third
assumption, calculate the expenses that drive AP, as described above. In a fourth assumption,
calculate average daily sales with a formula such as:

=Div(ASSUM.BS_Exp_to_AP,ASSUM.BS_Days)

%---Ealance Sheet Drivers &
- Days in Marth 3l 31 3114
AP 45 45 ac ¢
E----Expenses to AR 47,301 545,551 848,734 .

i 27,332 27,382 27,379
\kaﬁigEEﬂEEEEPAAAﬁ FNFIFAF - WP iy PR ;a’aT!

Then, on the balance sheet, in the Accounts Payable account, the formula is:
=1*ASSUM.BS_ADP*ASSUM.BS_Avg Daily Exp
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Other Payables

There may be other payables which need to be modeled. An example is Bonus Payable. If
bonus expense is planned in the P&L, this expense will drive the payable.

Bonus Payable is planned by monthly delta. It is increased each month by the amount of the
bonus expense. Its formula would look like this:

Previous + |:AC CT.Ann_Bonus_Explrollup=yes] i

Ascertain when bonuses are paid to employees. In this example, they are paid in the first month
of each quarter. The payout is equal to the accrued expense from the previous quarter. So the
formula in the first month of each quarter would look like this:

=ACCT.Qtrly_Bonus[rollup=yes]-(ACCT.Qtrly_Bonus[time=THIS-1,rollup=yes]+
ACCT.Qtrly_Bonus[time=THIS-2,rollup=yes]+ACCT.Qtrly _Bonus[time=THIS-3,rollup=yes])

Alternatively, the decrease in the account can reference the balance in the bonus payable
account from the month before:

=ACCT.Qtrly_Bonus[rollup=yes]-(ACCT. Bonus_Payable[time=THIS-1]

- Hint: The “decrease” part of the formula should be modified for the first month of the first
qguarter of the plan year. No modeled bonus expense exists in the months prior to the
beginning of the planning year. So this part of the formula should be replaced by a value. Be
sure that the administrator understands this.

Deferred Revenue

Deferred Revenue is planned by balance. Its balance is typically calculated as the difference
between what has been invoiced to date and what has been recognized as revenue to-date.

This calculation can be accomplished in custom accounts. First, create a cumulative account
linked to total modeled revenue. The balance in this account increases each month by the
amount of modeled revenue. Second, create another cumulative account linked to total modeled
invoicing. The balance in this account increases each month by the amount of modeled
invoicing. Create a third periodic account, whose formula subtracts cumulative revenue from
cumulative invoicing. This last account calculates the deferred revenue balance. This can be
pulled onto the balance sheet.

Deferred Revenue Calcs

@ view Rollups € Edit Plan ! E

X v fr |
Accounks Jan-2009 Feb-z009 Mar-2009
EI--Dn_aFerreu:I Revenue 1
?----Cumulati\re Revenle 5,550,125 6,166,333 6,783,542
é----CumuIative Imvoicing 2 7,571,250 7,601,250 7,631,250
- Deferred Revenue Balance 3_\ 2,021,125 1,434,417 847,703
\3)

ol e, e, e, g, M o, e e, Ay, My g, My A A, Ay Ny, Ay Mg N, A A, A Mg N Ay A e A A e A
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Deferred Income Tax

There may be a balance sheet account which should be an asset if it has a debit balance, or a
liability if it has a credit balance. An example is Deferred Income Tax.

First, make sure there is an asset account (e.g. 25000 _00 Deferred Tax Benefit) and a
corresponding liability account (e.g. 29000_00 Income Taxes Payable.) The monthly balance will
be displayed in only one of these two accounts, depending on whether it is a debit or a credit.

In this example, the amount of the deferred tax is first entered or calculated in the asset account.
It does not matter whether this account is planned by monthly delta, or by balance.

Under the asset account, create a new sub-account called something like 25000 adj Display
Only if Debit Balance. This account is planned by balance.

i - Deferred Tax Benefit
5 25000_00 Federal Income Tages - Current
|25EIEIEI_adj Display Only if Debit Balance |

: Total
i e e e e e e e W e e e W M M ol e

%
4
4
4
4

On the balance sheet, create a formula in this new account such as:
=IF(ACCT.25000_00<0,-1*ACCT.25000_00,0)

In other words, if the balance in the Deferred Tax account is less than zero (this would be a credit
balance, since this account is an asset), then this adjustment equals that balance x -1. In this
case, the adjustment will zero out the parent account, as shown here:

- - Deferred Tax Benefit i
- 26000_00 Federal Income Taxes - Current —45,0002
i ZEO00_adj Display Only if Debit Balance 45,000 ¢

tal

e TO o
Nl T e e i b e M A M i A A A Ay A Ao A A A A Ao Ao A Ao A A A e A

But if the balance is greater than zero (a debit balance), then the adjustment is zero. In this case,
the parent account equals the balance in the Deferred Tax account, as shown here:

- Deferred Tax Benefit

»

25000_00 Federal Income Taxes - Current 45,EIEIIII:
25000_adj Display Only if Debit Balance 04
tal 45,0004

*

oy L i e B B, A e A e

Then, create a formula like this in the liability account (which is planned by balance):
=-ACCT.25000_adj

This will cause the liability to have a credit balance in the amount of the adjustment out of the

asset.

The result is if the Deferred Tax asset account has a credit balance, the asset account is zeroed
out, and the liability assumes the balance as a credit.
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Other Deferrals

There may be other deferrals of revenue and/or cost on the balance sheet. These can be
calculated using formulas similar to those in the Deferred Revenue account.

An example is a company which plans construction job revenue and related billings. As the job
progresses, the customer is billed several times, and revenue is recognized along the way,
depending on how much of the job is completed. At any given point during the job, total revenue
recognized to date may exceed what the customer has been billed, or vice versa.

If accumulated revenue exceeds accumulated billing, the difference is an asset, because this is a
receivable which hasn't been booked yet. If accumulated billing exceeds accumulated revenue,
the difference is a liability, because a receivable has been booked but the revenue has not been
recognized.

The asset and the liability can be planned by using custom accounts behind the scenes to
accumulate revenue and billings, calculate the difference, and use If/Then statements to
determine whether the calculated value should be an asset or a liability.

- Hint: Create a standard sheet called “Balance Sheet Drivers” to display these and other
balance sheet-related custom accounts.

How to Accumulate a Revenue or Expense Account

Revenue and expense accounts are periodic accounts; that is, the accounts display the net
activity in each month. What is needed here is an account which displays the accumulated (to-
date) value in each month. To accomplish this, create a custom account called something like
“Accumulated Revenue.” In account details, select type of Cumulative.

Account Details

N

- Code: Accurmn_Rev

4+

_ £
Name: |Ac:c:umu|ated Revenue :
@Iﬂ =4 C‘ Periodic @' Curmulative :

ot ORI O, b b e b A AT, e i b b e A

Using the Formulas tab, create a formula in the account (in the appropriate departments) which
references the appropriate modeled or GL revenue accounts, such as:

=ACCT.Total_Revenue

- Note: This accumulation will span more than one plan year, as balance sheet accounts do.
This is appropriate for this particular scenario, because a job can begin in one year and
continue into the next.

Create a similar account and formula to accumulate total billings.

Next, create a custom account called something like “Accum Revenue in Excess of Billings.”
Create a formula in the account (in the appropriate departments) such as:

=IF(ACCT.Accum_Rev-ACCT.Accum_Bill>0,ACCT.Accum_Rev-ACCT.Accum_Bill,0)
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In other words, if accumulated revenue is greater than accumulated billings, display this
difference. Otherwise, display zero. This calculated value will be the balance in the asset
account.

Create a similar custom account called something like “Accum Billing in Excess of Revenue.”
The formula should be like this:

=IF(ACCT.Accum_Rev-ACCT.Accum_Bill<0,-1*(ACCT.Accum_Rev-ACCT.Accum_Bill),0)

In other words, if accumulated billings are greater than accumulated revenue, display this
difference. Otherwise, display zero. This calculated value will be the balance in the liability
account.

The last step is to go to the balance sheet accounts, and link them to these two calculations.
These accounts should be planned by balance. The asset account should contain a formula
such as this:

=ACCT.Job_Accum_Rev_Excess_Bill[rollup=yes]
The liability account should contain a formula such as this:
=ACCT.Job_Accum_Bill_Excess_Rev]rollup=yes]

Net Income

The Equity Net Income section of the balance sheet should contain an account called something
like “YTD Earnings(Loss)” or “Net Income.” This account is planned by Monthly Delta. Its
formula should reference the metric Net Income account used on the P&L. Its formula will look
something like this:

=ACCT.Income]rollup=yes]-ACCT.COGS [rollup=yes]-
ACCT.Expenses[rollup=yes]+ACCT.Non_Operating_Income][rollup=yes]-
ACCT.Non_Operating_Expenses[rollup=yes]

For more information on this topic, please see the section called “Create Reports.”

- Hint: If the normal balance of liability/equity accounts is negative instead of positive, this
should be multiplied by negative one.

Troubleshooting the Balance Sheet

The balance sheet should balance. Check to make sure that total Assets equal total Liabilities
and Equity. If they are not equal, revisit the “plug” formula in the Cash account. If the balance
sheet is out of balance, this formula is missing some component of the balance sheet.

Balance Sheet
R S
® v fr | 4
Accounks . Jan-Zo09 Feb-2003 Mar-z00a 4
[#-fissets 5,070,506 7,866,251 11,078,738L¢
[+-Liabilities and Equities 5,070,506 7,866,251 11,073,738(%
i o i b, e, i i i i g, i, A, i o A, A e T N A A s A A e A .

This formula should be picking up everything on the balance sheet except the cash account itself.
If custom accounts or assumptions have been used to gather together different pieces of the
balance sheet, check the formulas in these accounts.
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The P&L and balance sheet are used to drive the cash flow statement, which is created entirely
using custom accounts. Obtain an existing cash flow statement from the customer, if possible, to
inspect the format. This format will be duplicated on a standard sheet, using custom accounts.

- Hint: The cash flow statement accounts for changes in the balance sheet (which includes
net income.) Every account on the balance sheet must be referenced somewhere on the
cash flow statement. If anything is left out, the cash flow statement will be out of balance.
For more information on this topic, see the section below, called “Troubleshooting the Cash

Flow Statement.”

Create Cash Flow Accounts

Create a custom account for each row on the Cash Flow Statement. The format is fairly standard
from company to company. It begins with cash flow from operations, followed by cash flow from
investments and financing activities.

556 Cash Flow Statement

67

Fil
72
73
T4
[i=)
75
Fifl
[i:]
Fi)
&0
&1

58 Cash flows from operating activities:
59 | Met Income (Loss)
70 | Adjustments to reconcile NIL) to

net cash provided (used) in
operating activities:
Depreciation and amoritization
Stoeck option compensation chg

Changes in operating assets & liabilties:

Accounts receivable, net
Prepaids

Other assels

Accounts payable
Accrued expenses
Deferred revenus

22 MNet cash provided bylused in) operat-
EX aa DG actiles o o o b at b e e e

Go to Administration, “Manage your Custom Accounts,” and set up the necessary accounts.

Choose type = periodic for all.

- Hint: Begin by creating a group called Cash Flow Custom Accounts. Add parent and sub-

accounts in the same rollup hierarchy as on the cash flow statement.

Use a naming

convention, such as beginning all codes with “CF,” for example, to facilitate identifying these

on sheets and in formulas.

b, b,

Manage: Custom Accounts w
Search aF

-| Cash Flow Custom Accts | —

=| Cash Flow fram Operating Activiti| CF_|
MNet Incame (Loss) CF_|
-| Net Income Adjustments CF_|

Depreciation & Amortization | CF
Deferred Federal Income Tax| CF
Gain on Asset Disposal CF_|
Minority Interest Earnings CF |
Unrealized Loss on Market Se| CF_
-| Change in Operating Assets & L| CF |
(Incr)/Decr Accounts Receivi CR_
{Incry/Decr in Costs on Unc | CF |
{Incry/Decr in Ppd Insurance | CF |
Incr/{Decr) in Accounts Payzs| CR |
Incr/{Decr) in Accr Expenses| CF_|

Custam
from_0Ops Custom
MI Custom
MI_Ad] Custom
Deprec_amart Custom

_|bef_Fed_Inc_ Custom

Gain_asset_Di Custom
Min_Int_Earn  Custom
Unreal_Loss Custom
Chg_Oper_aA_L Custom
[ncr_Decr AR Custom
[ncr_Decr_Cos Custom
[ncr_Decr_FPL Custom
Incr_Decr AP Custom
[ncr_Decr_Act Custom

Incr/(Decr) in BiIIinEs on Unc | CF |
A,y A R A A A

[ncr_Decr_Billi Custom
F W Y

o o T b
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Create the Sheet

Once the cash flow accounts have been established, create a standard sheet to display them.
Formulas will be built using this sheet.

Go to Admin, Add, Edit or Delete Existing Sheets, or Create a Standard Sheet

Sheets

m Create a Capital Sheet
m  Create a Personnel Sheet
m Create a Sales Sheet

m{ Create a Standard Sheet
—

Sttt it e b o i o, A A, A ol A A, A A A A A Ay, A g A A e B e A e b

Name the sheet “Cash Flow Statement.”

Select sheet type: | Standard | % %

Sheet name: Cash Flow Statement

ol il ol e, A e A e oy A R e A e B B

e e b A b

3
3
)
3

Add the custom account group called “Cash Flow Custom Accts.” Do not check the “Show Initial
Balance” box.

Edit Sheet Account Groups

S

Show initial balance

Heading:|Mew Group

Accounts For Sheet

"

oupR
[=hCazh Flow
Caszh Flowy from Operating Activities

Change in Cperating Assets & Lishilties

. el i
-

AAH
- ’

\ AN P NP S P P W G P P P P P W PPN

Make the sheet available to the same departments which have access to the Balance Sheet.
Typically this is only to the Corporate Plan. (Or, if more than one balance sheet is to be planned,
e.g. one for US and one for Europe, choose the appropriate rollup departments.)

Create Formulas in Cash Flow Accounts

It is normally most efficient to create all cash flow formulas on the sheet itself, in the Corporate
Plan, in Edit Plan mode (or in rollup departments, such as US, in Edit Plan mode.)

Cash Flow Statement Sheet

O view Rolupe( ® Edit Plan
el e e o ol e, Y

The formulas do not need to be duplicated across multiple departments, so the Formulas tab is
not needed. (However, if more than one cash flow statement is to be set up, e.g. one for the US
and one for Europe, the Formulas tab can be used to create the same formulas in all appropriate
rollup departments.)

This section will illustrate some typical formulas for the cash flow accounts.
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Net Income (Loss)

Net Income (CF_NI) should be linked to the same net income formula which is used on the
balance sheet. Its formula will look something like this:

=ACCT.Income]rollup=yes]-ACCT.COGS [rollup=yes]-
ACCT.Expenses[rollup=yes]+ACCT.Non_Operating_Income][rollup=yes]-
ACCT.Non_Operating_Expenses[rollup=yes]

Net Income Adjustments

Depreciation & Amortization (CF_Deprec_Amort) should be linked to total depreciation and
amortization expense on the P&L. Do not include expenses amortized from prepaids; the change
in prepaids will be addressed separately. The formula should look something like this:

=ACCT.Deprec_Amort[rollup=yes]

Change in Operating Assets & Liabilities

Calculate the change from the prior month for non-cash operating assets and liabilities.

- Hint: For asset accounts, the formula should equal prior month’s ending balance minus
current month’s ending balance. For liability accounts, the formula should equal current
month’s ending balance minus prior month’s ending balance (unless liabilities are planned
with a negative balance; in which case, the formula is the same as for assets.)

Following are some examples, which assume that liabilities are planned with a positive balance.
These can be separated into different accounts, or the formulas can be aggregated into one
account, called “Operating Adjustments.”

Incr/(Decr) Accounts Receivable (CF_Incr_Decr_AR):
=ACCT.AR[time=THIS-1]-ACCT.AR
Incr/(Decr) Prepaids (CF_Incr_Decr_PPD):
=ACCT.PPDs [time=THIS-1]-ACCT.PPDs
Incr/(Decr) Other Assets (CF_Incr_Decr_Oth_Ass): (See Hint below)
=ACCT.Other_Assets[time=THIS-1]-ACCT.Other_Asssets
Incr/(Decr) Accounts Payable (CF_Incr_Decr_AP):
=ACCT.AP-ACCT.AP[time=THIS-1]
Incr/(Decr) Accrued Expense (CF_Incr_Decr_Accr_Exp):
=ACCT.Accr_Exp-ACCT.Accr_Exp[time=THIS-1]
Incr/(Decr) Deferred Revenue (CF_Incr_Decr_Def_Rev):
=ACCT.Def_Rev)-ACCT.Def_Rev[time=THIS-1]
Incr/(Decr) Other Liabilities (CF_Incr_Decr_Oth_Liab): (See Hint below)
= ACCT.Other_Liab -ACCT.Other_Liab[time=THIS-1]

- Hint: Other custom accounts or assumptions can be used to aggregate other assets or other
liabilities in order to simplify the formulas in these cash flow accounts.
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Cash Flow from Investing

Purchase of Capital (CF_Purch_Capital) should be driven by the change in all fixed asset
accounts (do not include accumulated depreciation; this is accounted for separately, in Net
Income Adjustments.)

=ACCT.FA_Total[time=THIS-1]-ACCT.FA_Total

Cash Flow from Financing

These accounts should be driven by the change in long-term liabilities such as Notes Payable or

Capital Leases. Several accounts can be aggregated into one formula, for example:

Capital Lease Change (CF_Chg_Cap_Lease):
=((ACCT.Cap.Lease.A-ACCT.Cap.Lease.A[time=THIS-1])
+(ACCT.Cap.Lease.B — ACCT.Cap.Lease.B[time=THIS-1]))

Change in Cash

CF Beginning Balance (CF_Beg_Bal) should reference the CF Ending Balance account in the
prior month:

=ACCT.CF_End_Bal[time=THIS-1]

Except that the first month of this account should equal the beginning balance of Cash on the
balance sheet:

=ACCT.Cash[time=THIS-1]

Change in Cash (CF_Cash_Chg) should summarize all the parent accounts above on the cash
flow statement (Net Income, Depreciation, Change in Operations, Investing and Financing):

=ACCT.CF_NI+ACCT.CF_NI_Adj+ACCT.CF_Chg _Oper_A L+ACCT.CF_Inv+ACCT.CF_Fin

CF Ending Balance (CF_End_Bal) should equal the beginning balance plus the change in cash:
=ACCT.CF_Beg_Bal+ACCT.CF_Cash_Chg

- Hint: CF Beginning Balance and CF Ending Balance, should be cumulative, and planned by
balance. Otherwise rolled-up time periods (e.g. total year) will sum the beginning and ending
cash flow accounts, instead of showing the beginning and ending balances for the entire
period.
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Audit the Sheet

The change in cash as calculated on the cash flow statement should equal the change in cash on

the balance sheet. This can be checked with two custom accounts:

Cash from Balance Sheet (CF_Cash_from_BS) pulls the cash balance from the balance sheet

with this formula:

Cash Check (CF_Cash_Check) compares the CF Ending Balance as calculated by the cash flow
sheet to the ending cash balance on the balance sheet, with this formula:

=ACCT.Cash

=ACCT.CF_Cash-ACCT.CF_End_Bal

This account should have a zero balance. If it does not, the cash flow statement is in error. For
more information on this topic, please see the section below, called “Troubleshooting the Cash

Flow Statement.”

- Hint: Cash from Balance Sheet should be cumulative, and planned by balance. Otherwise
rolled-up time periods (e.g. total year) will sum the balances, instead of showing the

é---Change in Cash (Components)
; --Beginning Cash & Equivalents 1,021,090 458,571 3,199,483
-_hange in Cash -562,519 2,740,912 3,155,015
; I--Ending Cash & Equivalents 458,571 3,199,433 6,354,495
~-Cash Check qxf
-I-Cash Balance on Balance Sheet - 453,571 3,199,433 6,354,495
-4Zash Check, -0 n -0

beginning and ending balances for the entire period.

N, e e, | ol A o e e Ay o, e Al g B Mgy Ay, A, B B A, o, B B R e R A%
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Troubleshooting the Cash Flow Statement

It can be difficult to construct a perfect cash flow statement in one effort. Invariably, the “Cash
Check” row at the bottom of the sheet displays a value other than zero in the early stages of
building the statement. This means that something on the balance sheet is not being included on
the cash flow statement, or that one or more signs are reversed in cash flow formulas.

One way to check the two sheets against one another is to send the balance sheet to Excel, by
clicking on Printable View. Delete all time period columns except for two consecutive plan
months, e.g. January and February. Add a new column called “Delta.” Write a formula in all rows
which subtracts February from January. This column displays the change in all balance sheet
accounts.

6

7 Account Name FY2008

8 a1

9 Jan Feb Delta

10 Assets

k| Current Assets

12 Cash 5,225,779 8,565,596 3.339.817

13 Accounts Receivable 11251285 11,277,702 26,417

14 Prepaid Expenses -109,000 -136,250 -27,250

15 Other Current Assets 4
16 Total 16,368,064 19.707.048 3,335,984 :
17 Fixed Assets 4
18 Equipment 0 0 0 :
19 Hardware 104.030 130,986 26,9556 ¢
20 Leasehold Improvements 0 0 0 4
21 Accumulated Depreciation -14,966 -21,321 -6,355 :
22 Other Fixed Assets r
23 Total 59,064 109,665 20,600 4
24 Other Assets 3
24 Total 16457128 19,816,713  3.359.584 4
26 Liabilities and Equities :
27 Liabilities 4
28 Current Liabilities 4
29 Accounts Payable 307,601 307,964 363 3
30 Deferred Revenue 15,844 913 19,204,130 3359217 4

Compare the values in this column to the values on the cash flow statement for February. If there
is a value in this column which is not included somewhere on the cash flow statement, this is the
problem. If the Balance sheet balances, then this method should uncover the problem. If the
balance sheet is out of balance, that problem should be solved first. (For more information on
this topic, please see the section above, called “Troubleshooting the Balance Sheet.”)

- Hint: Explain this troubleshooting technique to the administrator, because as the balance
sheet plan changes the cash flow statement may need to be updated as well.
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15. Final Details

Once the time nears to put the model in the hands of the administrator, there are a few last
details to consider. The administrator may be the best person to attend to some of these.

Review sheet access granted to departments. This can be done from Admin, Manage your
Plan Structure. Remember that the sheets available to a subplan are limited to the sheets that
are available to the parent plan. For example, if the parent plan has access to only the
Expenses, Personnel and Capital sheets, the subplan can choose only from those three sheets.

-

Name: [50-202 Accounting 4

Rolls up to: | 50-200 Finance & Accounting 4

Plan access: Adaptive

Location: | San Diego

Shests: Expenses

Audit Salaries & Benefits
Salaried Personnel

Hourly Perzonnel

B E A

Capital

Sales

sl il e i e e

Revenue
R Y N N N Y Y Y Y Y ry F vy Yy VPRV YYWYY
Sheet access can also be granted to departments by starting in Admin, Add, Edit, or Delete
Existing Sheets. Click on the Edit link next to the sheet name, then click on the edit link next to
Available On.

Summary of Expenses
Action Summary
Edit Account Groups: Expenzes
Edit Dimensions:
Available On: All Plans
Edit Customization for Subplans
e e b e A A B e B e e B B, i o b e B e

Review account access on sheets. Accounts which contain standard formulas created in the
Formulas tab are good candidates for read-only. Accounts which are used for actuals but not for
planning may be candidates to be hidden from sheets. Go to Admin, Add, Edit, or Delete Existing
Sheets, and click on the edit link next to Customization for Subplans.

Legend
Wisible | Visible/Read Only | Hidden
[= O

50-000 General
Accounts for Sheet & m
Administrative Marketing
-| Expenses
‘| PL Expense
-| 7000_00 Payroll & Related
- 7000_01 Salaries (=] =]
- 7000_02 Wages (=] [m]
7000_03 Employes Benefits (=] (]
7000_04 Payroll Taxes [w] [=]

22080 05 Employee Banus o o o aa a8l i aad8 s
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Remove “dummy” data from the plan. If dummy data has been created in the plan to test
calculations, the implementer may want to remove it before handing the plan over to the
administrator. Alternatively, it can be left in as an example to the administrator. If this is the
case, be sure that the administrator knows about it.

Create a separate version to preserve the plan at this point in time. Once the version is in
the hands of the administrator and other planners, it's possible that inadvertent changes could
undermine the integrity of the model. For example, formulas linking salaries to Personnel
modeled accounts might be deleted. These formulas can be rebuilt, but it can be helpful to have
a separate version of the original model to refer to. The implementer can name this version
something like “AP Version as of Jan. 2008,” and set the status of the version to be Hidden.
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