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Creating or modifying budgets in Microsoft Excel is a popular process because the features in Microsoft Excel can make the
process more efficient. If you want to perform budgeting within Microsoft Excel, CenterPoint can create a file to use as a starting
point. Once the file is created, it will provide you with a working file to develop your budget. Once the budget is complete, the
spreadsheet’s values can easily be imported into CenterPoint. The information within CenterPoint allows you to perform actual-
to-budget comparative reporting.

For more information on creating a budget within CenterPoint (vs. creating it in Microsoft Excel), please refer to the
Understanding and Using Budgets topic.

Step A: Create a New Budget

Step B: Prepare the Excel Spreadsheet

Step C: Working with the Excel Spreadsheet

Step D: Importing the Excel Spreadsheet into CenterPoint

This document uses the following scenario as an example: A company wants to enter a budget for 2021 that includes
budgeting by profit center. They would like to enter their budgeting figures into Excel and bring that information back into
CenterPoint so that they can do Actual to Budget Comparisons

Create the Budget

Select Setup > Budgets.

Select File > New Budget.

In the Budget Name box, enter Imported Yearly Budget.

Select your Company.

In the From/To boxes enter the date range of 01/01/2022-12/31/2022.

In the Balance From box, select December 2021.

Select the Entry Mode tab, select either Open Entry or Journal Offset to Cash.

© ]

8. Click OK.

Nooahkwdh=

Prepare the Excel Spreadsheet

i |

1. Once the blank budget is created, select File > Export/Import Data > Prepare Excel Spreadsheet. A wizard will walk
you through each step of the process. Click Next on the Create a new budget import screen.
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budget-understanding.htm

Q Prepare Excel Spreadsheet 6

| Create a new budget import

‘This process wil help you generate either a new Excel spreadsheet or modify an existing spreadsheet so that you wil be able to use it to import data into the currertly opened
budget. Follow the instnuctions on each screen using the Next and Back bLttons to navigate through the wiza

Q) Prepare Excel Spresdshest 6.13 - o x|

4| Select the columns to display

Specify the Excel Spreadsheet you wish to use to import data

Budget kmport Folder | C:\Lisers jubies’ Documents

©) Select an wxisting spreadshoet | . |
CUsers)jubies Documents'lpine Sports 2017 Budget xisx
Cilsers\juises'Documents Balance s

ount Categories xis
Budget 2017 xlsx
Fis

bursement Foem xlax

aisx
88 Anatyses (Analysis) ds
House 2017 xlsx )

(® Create 2 new spreadsheet. [CP Fama 2018 Budget Impot ]
assn |Excel Woskbook (" xisx) -]

pext > Cancel |

2. .Inthe Specify the Excel Spreadsheet you wish to use to import data screen, in the Budget Import Folder box,
select which folder to store the spreadsheet in. The first time you use the import process, the folder will be your
Documents folder. The last folder used will display.

3. Select Create a New Spreadsheet and enter a name, for example CP Farms 2023 Budget Import.

4. Choose which format to use for the Excel file. The default, Excel Workbook (*.xIsx) should be used for all computers that
have a version of Microsoft Office higher than 2003. If you are using a much older version of Excel that stores files as .xls
files instead of .xIsx then change the option of what type of file to create. Note: When the file is created, it will be located in
your users document (or my documents) directory on your computer. Click Next.

Q Prepare Excel Spreadsheet 6,13 - m] X

@ Select the columns to display

Specify the date range of imported data.

If imparting annual budget amounts, only select January (or the first fiscal month) of the Budget Year.

Dats will be imported from | January 2022 v| o |danuay 2022 |
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5. Select the date range . If importing annual budget amounts, only select January (or the first fiscal month) of the Budget
Year. Although this is normally an entire fiscal or calendar year, any date range may be selected. Normally, these dates
would correspond to the dates used when the budget was created. Click Next.

6. The Specify Mapping Options screen allows you to determine which information is unique. In our example, our accounts
have unique account numbers and our profit centers are unique by name. So, in the Map accounts using box select
Account Number and in the Map Profit Centers using box, select Name.

Q) Frepare Excel Spreadshest 613 - o %

4 Select the columns to display

Specify Mapping Options

Map accounts u5ing | Account Mumber
Map Profit Centers using [ Name.
Map Production Ceners using ot specilied)
Map Projects using | ot speciied)
(] Produetion Tear included

< |l<]|e][¢

[ Production Sesies inchuded

7. In our example, we will not be budgeting by any other management details, so we will not define what is unique for the
other management details. Click Next.

Q) Prepare Excel Spreadsheet 6.13 — m] X

@ Select the columns to display

Select the columns to display

Account Abbreviation Account Type Sequence
Account Category Name Account Category Sequence
Account Type Name Account Number
Balance Sheet Account
Profit Center Abbreviation Profit Center Name
]

8. Inthe Select the columns to display screen, specify any additional columns of data you'd like to include in the
spreadsheet. When the spreadsheet is created it will be created with a list of accounts down the left-hand side. In our
example, that list of accounts will be repeated once for each profit center you select. Since we selected in the Sample
Database that the Account Numbers were unique, that is what is going to display for each account. We are going to add
the Account Name by moving it to the right- hand side and positioning it under the Account Number. The Up and Down
arrows to the right will allow you to adjust the order of the columns. Click Next.
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@ Prepare Excel Spreadsheet 6.13 - m} X

@ Select the columns to display

Specify how the data is sorted on the spreadsheet

Sort  Column

Account Type Sequence

Account Category Sequence
Account Number

Account Name

Profit Center Name:

Bl (s

9. Inthe Specify how the data is sorted on the spreadsheet screen, choose the order that you want the columns to
appear. You can only sort by columns that you have selected to display. The arrow buttons on the right will allow you to
move a selected column up or down in the order. Click Next.

10. Inthe Included Information screen, you can filter for specific management details, by clicking in the Selected Criteria box.
The Filter screen allows you to filter for specific accounts and profit centers to include in this budget. For example, if you
are just budgeting for Income Statement activity, then you would only want to select Income Statement accounts and not
include Balance Sheet accounts. In our example, filter by Account Type and select Revenue, Cost of Goods, and
Expenses to filter for only Income Statement activity. Then select the Corn, Soybeans, and PurchasedFeeder,
accounts and filter by All profit centers. Click OK.

Select Only include rows that match all of the production detail specified to display only the selected in the
Filter screen.Click Next.

Q) Prepare Excel Spreadsheet 6.13 - m] X

@ Select the columns to display

Included Information

[] Only include rows that match all of the production detail specified

Ttem Selected Criteria

Account <All=
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Search For || BY |Name v
= | Filtering
Account Type v | is  Expenses ~ v
and | Abbreviation ~ s | Go
Available Selected
.. Name f AccountType AccountCa... - Name / Account Type Account Ca...
..« Adjustments to Inven... CostOfGo... CostofGeo... A
> | .. Administrative Expense Expenses Administrati..,
«+« Agricultural Program ... Revenue A u
_¢J «.. Bemefits Cost CostOf Go... Benefits Cost
-.. Blend Cost CostOf Go... Fertiizer Cost
<. Calcum Cost CostOf Go... Fertiizer Cost
m ... Change in Raised Ap... Revenue Change in R
.« Change in Raised Cro... Reverue Change in R
.. Conservation Cost Cost Of Go... Conservatio
] ContractProduction  CostOfGa  ContractPr ¥
Filter Applied
[] Exclude selected items.
oK Clear
Q! Prepare Excel Spreadsheet 6.13 - m} x

@ Select the columns to display

Included Information

[+ Cnly include rows that match all of the production detail specified

Item Selected Criteria
Account |agiajudﬁoganFammls,chmgehRa‘sedm.. i
Profit Center |Cnm, Soybeans, Purchased Feeders

11. The Review Import screen will display the CenterPoint Import Specs tab with the information used to define the import
and the CenterPoint Import Data tab with the information that CenterPoint will send to the Excel spreadsheet.

@) Prepare Excel Spreadshest 6.13 - m] X
@ Select the columns to display
Review Import Data
4 A [ B [ & D £
1 General Information l d
| 2 |CenterPoint Budget AnnualFarmBud 2022 2147459987
3 | Period Range 01/01/2022 01/31/2022
=]
| © |Mapping
| & |Map Accounts using Account Number
| 7 |Map Profit Centers using Name
| 8 |Map Production Centers using (not specified)
| % |Map Projects using (not specified)
| 10 Production Year included No
| 11 Production Series included No
[12 ]
| ° | Columns Displayed
| 1% |A Account Type Sequence e
|15 |8 Account Category Sequence
|16 |C Account Number
i[) Account Name
|18 |E Profit Center Name
18 |F January 2022
|20 [
e #+1 | CenterPoint Import Specs | CenterPoint Import Data l_l LK) ™

12. Click Next.
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Working with the Excel Spreadsheet

1.

N

©XXNOO AW

10.

Open the spreadsheet in Excel as you would any other spreadsheet.

A B [ ] E F a H
1| Account Numter Account Mame January H18  February 2018 March 2018 Apdl 7018 Moy 2018

g 451000 Genetic Premium Aevenue Purchased Feede 0 o o o o
g [H51000 Genetic Premium evonue Saybeans. a a a a a
o4 500000 Cost of Goods Sold a o o o o
i B00000 Cost of Goods Sold Com 0 0 0 0 0
o6 00000 Cost of Gaoods 5okt Putchased Fooder ] o ] o ]
g7 (500000 Cost of Goods Sokd Saybeans. 0 0 ] 0 0
g 00500 Adjustments. to lewentory [ [ [ [ [
g BO0S00 Al Framtoey [ [] ] ] ] ]
200 P00S00 Adjustments 10 ventoey Purchased Feeders o o o o o
01500500 Adgatmments i knvgntoey Soybeans o o o o ]
10z B01000 Cost of Market Wems. Sold 0 0 0 L] o
102501000 Cast of Market ems Soid Com o o o [ [
1050100 Costof Markst homa Sokd Purchaied Fooders ] ] ] o ]
Ready 2] m - 1 + 100%

The first tab will display all of the Import Specifications that you selected when you were creating the spreadsheet. You
will not need to make any changes on this tab.

The second tab, labeled CenterPoint Import Data is where you will enter your budget values.

On the left margin, the list of accounts repeated once for each selected profit center will display.

There will be a column for each of the periods that you selected in your date range when you created the spreadsheet.
Enter your budget values into the appropriate row and column.

Formulas can be used in the cells. CenterPoint will import the resulting value, not the formula.

Unused or blank rows can be deleted.

Additional tabs that perform calculations and point a cell on the CenterPoint Import data tab to a cell in another tab can be
added. CenterPoint will only be looking at the CenterPoint Import Data tab when it performs the import so it will ignore all
other tabs.

After all of your budget values are entered, save the budget and exit Excel before continuing to the next step.

Importing the Excel Spreadsheet into CenterPoint

1.

2.
3.
4. The following screen will display if your budget is set to the Account Entry or Detailed entry mode:

Select Reporting Tools > Budgets. On the Open a Budget screen, select thebudget that was created in the Create
the Budget section above, and click OK.

Click OK at the Budget Properties screen.

Select File >Export/Import Data > Import Data from Spreadsheet.

¥ Budget Import - [} X

Budget Import

Import budget data from a spreadsheet

Select an existing spreadsheet that has been prepared to import data into this budget. I you have not prepared a spreadshest to import into this budget.
click the Caneel button and prepare the spreadsheet fist

Budget Import Folder | C:\Users\connies\Documents\Budgets

Select Spreadsheet

[ Replace existing budgst data.
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5. In order to continue with the import, you will need to change to either the Journal Entry Offset to Cash or Open Entry
mode.
Click Next.

7. Select the spreadsheet to import. Only those spreadsheets created or prepared from CenterPoint will be displayed in the
list. Click Next.

8. Select the Replace existing budget data check box to remove and replace all data in the existing budget with the data
imported from the Excel spreadsheet rather than adjusting the existing budget with the imported data. This selection will
improve the efficiency of importing budget data from an Excel spreadsheet.

9. Review the spreadsheet and verify that everything is correct. The values on the CenterPoint Import Data tab can be
modified. Then click Import to bring the budget numbers into CenterPoint or click Cancel to exit without importing the
budget.

10. Click OK at the Import Complete message. The imported budget numbers will be displayed in the Budget screen. Once
the data is imported, it can be modified within CenterPoint in the same manner as budget numbers that were entered
manually.

o
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