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“By failing to prepatre,
you are preparing to fail”

Benjamin Franklin
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What The Model Provides?

» A detailed 5-year forecast model
v" Years 1 and 2 detailed by month
v" Years 3 to 5 detailed per year

* Understand and Plan for the Future
* Model the Impact of Funding
» Support Funding Applications

The ‘Universal’ Model can be used with any Accounting system
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Objective of this Module

* With historic Profit and Loss and Balance
Sheet data entered and configured

» The process can move to the next stage:
Historic P&L data can be entered into the
model
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Monthly P&L

Model Tab

P

Monthly P&L Tab
Prepare a spreadsheet with as much history (up to 5 years) from the most recent date the accounts are complete to s per Sample PAL tab

The first column should contain the P&L nominal descriptions and each month should be listed from the next column onwards, starting with the most recent month
Copy the P&L you have prepared and paste it into the section provided (ysllow cslls for nominal d
Select the Chart of Accounts category next to each PEL nominal being sure to exclude any Headings, Sul
Select the Year and Month the accaunts are complete to from the drop down boxes provided {the remain
Enter the company name in the box provided

T ™ N N S (PN W Y U P S e

nge cells for values)

25 3nd totals
s will auto populate)

Prepare history - up to 5 years data

Column 1 = Nominal Descriptions, most recent month 1st
Copy prepared P&L data into the sections provided

Setup the Chart of Accounts category for each P&L nominal
Select Year and Month accounts are up to in dropdown

ok wbdE

Enter Company Name
virtual
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1. History: Typically exported or using a back-up file from the companies accounting
system. ldeally full granular history for last 5 years, (can be less than 5 years). If sales
are by nominal or by customer that is fine. If granular history is not available then a sub
total for total sales by month is perfectly acceptable. If only annual figures are available
you can divide by 12 to enter an average monthly sales figure.

The same goes for margin and overheads.

2. Column 1 contains the P&L nominal descriptions. The history by default is listed from

column 2




Step 4 - Enter and Setup P&L History

Company Name Demo Company Lid
LatestMonth ___ Month 1 Month 2 Month 3 Month 4 Mon
Year >>> T 200 2020 2020 2018 2019 2
Month >>> T war ‘ Feb Jan Dec Nov
~
Chart of Accounts Category | Lol I [ Most Recent Month First, from Right to Left }

Select Category Sales i
Isales Sales Nominal 1 £13,484.16 £11,512.08 £9,13028 £27,376.24 £17,394 50 £
Isales Sales Nominal 2 £10771.33 £9,209.65 £7.30422 £21,900.99 £13,815.60
Isales Sales Nominal 3 £8617.06 £7,36772 £584338 £17,520.79 £11,13248
Isales Sales Hominal 4 £6,893.65 £5,894.17 £4674.70 £14,01663 £8,805.99
Isales Sales Keminal § £551492 £471534 £2739.76 £11,21331 £7,12479
[sales Sales Kominal 6 £4.411.94 £,77227 £2,991.81 £8.97085 £5,699.83
Isales Sales Hominal 7 £252955 £2.017.82 £2393.45 £7.17652 £4,559.85
ISales Sales Nominal & £2,82364 £241825 £191476 574121 £3647.89
ISales Sales Norninal § £2.25691 £1,931.40 £1,531.81 £4,59207 £201831
Select Category
Select Category
ISelect Category Total Sales £58,285.47 £49,834.69 £39,52445  £118,509.31 £75,28026

[Select Categary
[Select Category

[Select Category

ISelect Category

[Select Category Cost of Sales

[Cost of Sales Cost of Sales Nominal 1 £2,250.00 £2,250.00 £2.250.00 £2,250.00 £2,250.00
|Cost of Sales Cost of Sales Nominal 2 £2,250, £2,250.00 £2.250.00 £2,250.00
(Cost of Sales Cost of Sales Nominal 3 £2,250 Monthly £2.250.00 £2,250.00 £2,250.00
|Cost of Sales Cost of Sales Nominal 4 £2,250 £2.250.00 £2,250.00 £2,250.00
[Cost of Sales Cost of Sales Nominal 5 £2,250. P&L £2250.00 £2,250.00 £2,250.00
|Cost of Sales Cost of Sales Nominal 6 £2.250 £2.250.00 £2.25000 £2,250.00

Process | Sample P&L Sample Balance Sheet. = Monthly P&L Closing Balance Sheet Baseline Forecast Baseline Balance SI

virtual
finance
© VFD Pro Ltd, 2020 director

When your historic Profit and Loss data is ready, simply copy and paste taking care

to ensure the first column of figures is the most recent month as per the illustration
above.

Depending on your Accounting system there is a 50/50 chance that the default
order will be laid out in the correct manner. If this is not the case, you will need to
manipulate your figures in a spreadsheet to put it into the correct layout before
copying and pasting into the Universal Forecasting and Funding Proposal Model.

Do include sub totals and totals as these are used to check the validity of the data
entry later, as explained below, the sub totals and totals (and Headings), are not
directly used in the Universal Forecasting and Funding Proposal Model.

Having copied your historic Profit and Loss data, the Universal Forecasting and
Funding Proposal Model needs to be configured to categorise your data as Sales,
Cost of Sales or Overheads as follows.



Chart of Accounts Category Tool Tip

Chart of
Accounts
Category:
Tool Tip

Chart of Accounts Category

Company Name

Year >>>
Month >>>

Latest Mon!
T 202
A Mar

-+~ Chart of Accounts
| Category:

Select Category
Sales
Sales
Sales
Sales
Sales
Sales
Sales
Sales

Sa

,Select the Chart of Accounts
" category next to each P&L
*nominal being sure to exclude
+any Headings, Sub-headings
,and totals (these should be
“left as 'Select Category)

Sales Nominal 7
ales Nominal 8
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Note: Throughout the Universal Forecasting and Funding Proposal Model there are
‘Tool Tips’ that tell you what needs to be done to correctly use the model.

© VFD Pro Ltd, 2020

The presence of a Tool Tip is highlighted by a small red triangle in the top right-hand
corner of a cell as per the example.

Each line on your Profit and Loss data input tab will need to be categorised to ‘tell’
the Universal Forecasting and Funding Proposal Model how to treat each entry.
This is achieved using a drop-down selector in the first column adjacent to each
Profit and Loss entry.

The Chart of Accounts Category’ Tool Tip provides a brief description / set of
instructions:

‘Select the Chart of Accounts Category next to each P&L nominal, being sure to
exclude Headings, Sub-Headings and Totals, (these should be left as ‘Select
Category”



P&L Structure Tool Tip

Company Name b Demo Company Ltd
P&L Latest Month Month -1 Month -2 Month -3 Month 4 Month -
-
. 2020 2020 2020 2019 2019 2019
Structure: 3 %
| Mar Feb Jan Dec Nov Oct
.\4‘( PAL Structure:
_Chart of Accounts Category P&L Structure -
|Select Category sales This column should contain
. the PEL nominal descriptions,

Sales Sales Nominal 1 S et bl Fian Be £9,13028 £27,376.2¢ £17,394.50 £18,
Isales Sales Nominal 2 lsted from the next column £7,304.22 £21,900.99 £13,915.60 14714
[Sales Sales Nominal 3 onwards, starting with the £584338 £1752079 £1113248 £11;
Sales Sales Nominal 4 b cecdmonh £467470 £1401663 £8,905.99 £9,4
Isales sales Nominal § " . £3,739.76 £11213.31 £7,12478 £7,534.
Sales Sales Nominal 6 £4411.94 £3.77221 £2,991.81 £8,970.65 £5699.83 £5,0:
Sales Sales Nominal 7 £3,529.55 £3.017.82 £2393.45 £7,176.52 £4,550.86 £4,821.
Sales Sales Nominal 8 £282384 £241425 £191478 £5741.21 £3/647.89 £3,857.
Sales Sales Nominal § £225891 £1,931.40 £153181 £4,552.97 £291831 £3
|Select Category
|select Category
[Select Category Total Sales £58,265.17 £49,834.69 £39,524.15 £118,509.31 £75,299.26 €79,
Select C:
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The P&L Structure is the first column copied into Tab 4 and should contain a
description of each entry in your Profit and Loss account data, (The Nominal
Descriptions); Sales, Cost of Sales or Overheads.

The ‘P&L Structure’ Tool Tip provides a brief description / set of instructions:

‘This column should contain the P&L Nominal Descriptions, each month should then
be listed from the next column onwards, starting with the most recent month’.



Setup Chart of Accounts Category for Sales Nominals

Company Name i

| Latest Month 1
Year >>> | 2020 L4
Month >>> 1 Mar b

~

Chart of Accounts Category P&L Structure

s Nominal 1
s Nominal 2
s Nominal 3

Select
‘Sales’ for
each Sales
Nominal

s Nominal 4
Nominal §
Nominal 6
Sales Nominal 7
Sales Nominal 8
Sales Nominal @

MW T g
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Each customer or sales channel should be categorised as ‘Sales’ so the Universal
Forecasting and Funding Proposal Model can correctly identify each, use the data in
the correct manner to generate an accurate output.
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Setup Chart of Accounts for each Cost of Goods Nominal

Company Name b
Latest Month

~

4

2020
Mar

Chart of Accounts Category P&L Structure k|
select Category Cost of Sales.
it of Sales Nominal 1 £2,250.00

of Sales ~ ipst of Sales Nominal 2
Select Category yst of Sales Nominal 3
Sales

ost o it of Sales Nominal 4
Overheads t of Sales Nominal 5

Select
‘Cost of Sales’
for each

3 hat of Saies Nominal & Cost of Sales
Cost of Sales Gostof Sales Nominal T Nominal
Cost of Sales Cost of Sales Nominal & - r
Cost of Sales Cost of Sales Nominal 3 £2,250.00
Cost of Sales Cost of Sales Nominal 10 £2.250.00
Select Category
Select Category ~
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Each Cost of Sales entry should be categorised as ‘Cost of Sales’ so the Universal
Forecasting and Funding Proposal Model can correctly identify each, use the data in
the correct manner to generate an accurate output.




Setup Chart of Accounts for each Overheads Nominal

Company Name 1
Latest Month

Year >>> Y 200
Month >>> 3 Mar
Chart of Accounts Category PE&L Structure i
Select Category Overheads

Overheads Salaries. £6,799.51

- ~, £4,000.00

Overheads - Bvertisin Select £354851

é:}m Category '‘Overheads’ |«is.00000
es

Cost of Sales favel & Su for each £3,043.04

Overhead e

£2,06178
Nominal
Office Expel £2,01983

Motor Expenses £2,008.57

Overheads
Overheads
e
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Each Overheads entry should be categorised as ‘Overheads’ so the Universal
Forecasting and Funding Proposal Model can correctly identify each, use the data in
the correct manner to generate an accurate output.

Note: Cost of Sales lines, (Cost of Sales Nominals, or Variable Costs), are sometimes
incorrectly recorded in the Accounts of businesses as Overheads, (Overheads
Nominals or Fixed Costs). If this is the case this can be corrected here by simply
categorising any overheads that vary as a direct function of sales volume as ‘Cost of
Sales’.

Example: In a contracting business, labour is sold by the hour, however, staff costs
are frequently entered into the accounts as Overheads or Fixed Costs. If the
number of hours sold is forecast to increase by 200% over a 5-year term, in order to
deliver those hours, the total labour available must also increase by 200%.

To overcome this, any incorrectly posted overhead items can simply be categorised
as ‘Cost of Sales’.

13



Tab 4 - Enter and Setup P&L History

Company Name b Demo Company Ltd

Latest Month  Month -1 Month -2 Month -3 Month 4
Vear >>> T 2020 2020 2020 2019 2019
Month >»> T Mar | Feb Jan Nov
2R SIICtuLa =
|Eelec: Category Sales T I
5 isoNasunal 4l edeete £11,512.06 £9,130.28 £27,376.24 £17,384.
[sales Sales Nominal 2 £10.771.33 £9,20065 £7,30422 £21,9008% £13,915.
|sates Sales Nominal 3 £8,617.08 £7,38772 £5,843.38 £17,520.79 £11,132.48
Sales Sales Nominal 4 £5,693.65 £5,894.17 £457470 £14,01663 £8,905.99
sales Sales Nominal § £5,514.82 £4715.34 £3,739.76 £11.21231 £7,124.79
[sales Sales Nominal § £4,41184 £377227 £2,891.81 £857065 £5,69.
|sales Sales Nominal 7 £3,529.55 £3017.82 £2,393.45 £7,476.52 £4,559,
sales Sales Nominal 8 £282364 £241425 £181476 £5.741.21 £3,647.
Sales Sales Nominal § £2258.51 £1,831.40 £1,531.81 459297 £2818.3,
Select Category
|§Ied Category Total Sales « ! £58,285.47 £49,834.69 £3952445  £118500. £75,209.26
|Select Category ’
Select Cate,
= Don't
T -
elect Category Cost of Sales « I Categorise
cosTr T T Headings, £2250.00 £2,25000
Cost of Sales Cost of Sales Nominal 2 Sub £2250.00 £2,250.00 £2,250.0,
Cost of Sales Cost of Sales Nominal 3 Headmgs or £2250.00 £2,250.00 £2,250.
Cost of Sales _ Cost of Sales Nominal 4 £2,250.00 £2,250.00 52250
» Process Sample P&L Sample Balance Sheet Monthly P&L Closing Balance Sheet | Baseline Forecast Baseline
T——
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Only the individual line items should be categorised.

If for example each line item in sales were to be correctly categorised as ‘Sales’ (set
Sales to be the Chart of Accounts Category), and the ‘Total Sales’ line, also
(incorrectly) categorised as ‘Sales’, this would cause a problem. The Universal
Forecasting and Funding Proposal Model would count each separate entry PLUS the

total as sales, as a consequence the total sales reported in the model would be two
times higher than reality.



Select Month using the Dropdown

Company Name 1| Demo Company Ltd 3
I Latest Month flonth -1 Month -2 Month -3 Month -4 }
Year >>> M) 2020 2020 2019 2019
Month >>> Mar  |~|| Feb Jan Dec Nov J
~
N~

[ Chartof Accounts Category [T P&t by N Setthe
|select Category sales ::I" Reporting
Isales Sales Nominal 1| aug Month 7 £1720450
[sales Sales Nominal 2 iu!; || e £21,900.99 £139155
iSales T T 738772 584338 EI7S2079 1113248
Isales Sales Nominal 4 1589417 C4ETATD  E1401663 £3,905.99'
Isales Sales Nominal § £471534 £373976  £121331 £7,12479
Isales Sales Nominal 6 @ £299181 897065 £5,699.8%

£2.39:

w
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The most recent month is entered using the drop down and the other months
automatically populate:




Select Year using the Dropdown

Company Name

Month -3

Month 4

2015
2016

Sales Nominal §

W

'%

Chart of Accounts Category P&L Structure gg};
|Select Category Sales 2019
[Sales Sales Nominal 1
[sales | Sales Nominal 2
|sales Sales Nominal 3
[Sales Sales Nominal 4
[sales Sales Nominal §
|Sales

Year >>>
[Month >>> Select Year Apr

£5,514.92
£441194

2020
Feb

2020

Jan

£5,89417
£4.715.34
£377227

£5.84338
£4674.70
£3,739.78
£2991.81
3.

£27376.24
£21,900.99
£17,520.79
£14,016.63
E11,213.31

£8,970.85

© VFD Pro Ltd, 2020
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Select the year.
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Enter the Company Name

LCum pany Name Demo Company Ltd
i
Latest Month Month -1 Month -2 Month
Year »>> N 2020 2020 2020
Month >5> T My Apr Mar feb
Chart of Accounts Category P&L Structure 1
[Select Category Sales
ISales Sales Nominal 1 £1346416  £11,51206 913028 R277624  R17.38450
W st £ 1560
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Enter your company name as you want it presented on the final report (and for all
other references to your company name) in the area highlighted at the top of the
Monthly P&L, Step 4.




All Done!
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Step 4 - Enter and Setup P&L History

Company Name Demo Company Lid
LatestMonth ___ Month 1 Month 2 Month 3 Month 4 Mon
Year >>> T 200 2020 2020 2018 2019 2
Month >>> T war ‘ Feb Jan Dec Nov
~
Chart of Accounts Category | Lol I [ Most Recent Month First, from Right to Left }

Select Category Sales i
Isales Sales Nominal 1 £13,484.16 £11,512.08 £9,13028 £27,376.24 £17,394 50 £
Isales Sales Nominal 2 £10771.33 £9,209.65 £7.30422 £21,900.99 £13,815.60
Isales Sales Nominal 3 £8617.06 £7,36772 £584338 £17,520.79 £11,13248
Isales Sales Hominal 4 £6,893.65 £5,894.17 £4674.70 £14,01663 £8,805.99
Isales Sales Keminal § £551492 £471534 £2739.76 £11,21331 £7,12479
[sales Sales Kominal 6 £4.411.94 £,77227 £2,991.81 £8.97085 £5,699.83
Isales Sales Hominal 7 £252955 £2.017.82 £2393.45 £7.17652 £4,559.85
ISales Sales Nominal & £2,82364 £241825 £191476 574121 £3647.89
ISales Sales Norninal § £2.25691 £1,931.40 £1,531.81 £4,59207 £201831
Select Category
Select Category
ISelect Category Total Sales £58,285.47 £49,834.69 £39,52445  £118,509.31 £75,28026

[Select Categary
[Select Category

[Select Category

ISelect Category

[Select Category Cost of Sales

[Cost of Sales Cost of Sales Nominal 1 £2,250.00 £2,250.00 £2.250.00 £2,250.00 £2,250.00
|Cost of Sales Cost of Sales Nominal 2 £2,250, £2,250.00 £2.250.00 £2,250.00
(Cost of Sales Cost of Sales Nominal 3 £2,250 Monthly £2.250.00 £2,250.00 £2,250.00
|Cost of Sales Cost of Sales Nominal 4 £2,250 £2.250.00 £2,250.00 £2,250.00
[Cost of Sales Cost of Sales Nominal 5 £2,250. P&L £2250.00 £2,250.00 £2,250.00
|Cost of Sales Cost of Sales Nominal 6 £2.250 £2.250.00 £2.25000 £2,250.00

Process | Sample P&L Sample Balance Sheet. = Monthly P&L Closing Balance Sheet Baseline Forecast Baseline Balance SI
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When your historic Profit and Loss data is ready, simply copy and paste taking care

to ensure the first column of figures is the most recent month as per the illustration
above.

Depending on your Accounting system there is a 50/50 chance that the default
order will be laid out in the correct manner. If this is not the case, you will need to
manipulate your figures in a spreadsheet to put it into the correct layout before
copying and pasting into the Universal Forecasting and Funding Proposal Model.

Do include sub totals and totals as these are used to check the validity of the data
entry later, as explained below, the sub totals and totals (and Headings), are not
directly used in the Universal Forecasting and Funding Proposal Model.

Having copied your historic Profit and Loss data, the Universal Forecasting and
Funding Proposal Model needs to be configured to categorise your data as Sales,
Cost of Sales or Overheads as follows.
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Status and Next Step

« With historic Profit and Loss data entered,
chart of accounts and other setting
configured correctly

* The process can move to the next stage:

Enter Opening Balance Sheet data into the
model
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NEED FURTHER SUPPORT?

Join one of the VFD Pro Online Workshops

Email us at support@vfd-pro.com

or call us on 0203 475 3313

virtual
Visit: www.vfd-pro.com/workshops finance
director
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