
Opening the Financial Budget Worksheet
In CHS, a Financial Budget can be prepared to forecast profit, and then to compare to Profit And Loss
Income Statements.  The quickest way to open the window for setting up a Financial Budget is to type ‘FB’
in the Index field on the Navigation/Home window.

Continue to the next page for ‘Tip For Determining Financial Budget Numbers’.



Tip For Determining Financial Budget Numbers
Before preparing a Financial Budget for an upcoming year, it can be handy to review historical revenues and expenditures.  The Gen-
eral Ledger report that groups numbers by G/L account, and then sums totals by month can be very handy for this review.   Open the
‘General Ledger Review’ window by typing ‘GL ’ in the Index field on the Navigation/Home window.

For example, on the General Ledger Re-
view window, select an expense account
that you’d like to review.  We selected the
Telephone expense account.

Then select a range of dates for a year prior
to your budget year.

Then select the ledger report ‘Grouped By
Monthly Totals - No Detail’ from the
toolbar at the top of the window.

We can use the General Ledger report
with Monthly Totals shown here to
calculatea monthly average for Telephone
expense.  In this case the average would
be about $617.00 per month.  ($7,406.93
divided by 12 mos).

We can tell by looking at the report,
however,  that our monthly telephone
expense has been increasing, however, so
we are going to decide to use an average
from the last six months, and budget
$675.00 per month for Telephone Ex-
pense.

Remember!  All reports can be sent to an
Excel spreadsheet to aid  in calculating
averages, etc.

 Continue to the next page.



Creating a Financial Budget
1 - Enter a Budget Year using 4 numbers that represent the year.
2 - Select a Department for the Budget.  Budgets are prepared by Department so that Income Statements
Compared To Budget can be produced for one department.  The program will sum department budget totals
together on a budget comparison for the entire company.
3 - The fields for selecting a range of GL Number are simply there for review of the budget.
4 - To Add a New Budget Line, use the button labeled ‘Add New Budget Line’.   Continue to the next page.



Creating a Financial Budget - continued

On a new budget line, FIRST select the appropriate G/L Account number.  Then fill in the amounts for the months.

NOTE:  Since Sales and Revenue accounts normally have “credit” balances in accounting, you will
need to use a ‘minus’ sign for Sales and Revenue budget amounts (to mark them as ‘credits’.

If the budget amount will be the same for each month, type the amount in the field labeled ‘Fill in all months with--> ’.
After typing in the amount, the program will fill that amount into all the months for you!

NOTE:  Since Cost Of Sales and Expense accounts normally have “debit” balance in accounting,
enter amounts COGS and Expense accounts as positive numbers.

If the GRAND TOTAL of all entries is a negative number, it means that you are budgeting for a PROFIT.
If the GRAND TOTAL of all entries is a positive number, it means that you are budgeting for a LOSS.
Feels backwards, but that’s how it’s done in the accounting world.  Hmmmmmm.



To print a spreadsheet of the Financial Budget that will total all budget numbers for
ALL departments into one line for each G/L number  for the entire company, use the
button on the toolbar labeled ‘Budget Spreadsheet Reports’.  Then select ‘Spread-
sheet for Whole Company Grouped’.

NOTE:  We are NOT done with our budget!  Also, notice that the report WILL display
Sales and Revenues as positive numbers and expenses as negative numbers (rather
than as normal debits and credits).  This makes the report easier to understand.

Financial Budget Spreadsheet Report For Entire Company



To print a spreadsheet of the Financial Budget that will budget lines for ALL depart-
ments on separate lines, use the button on the toolbar labeled ‘Budget Spreadsheet
Reports’.  Then select ‘Spreadsheet With Department Detail’.

Financial Budget Spreadsheet Report For Entire Company - With Dept. Detail



Financial Budget Spreadsheet Report For One Department

To print a spreadsheet of the Financial Budget that will showall budget lines for ONLY
the department selected on the Worksheet, use the button on the toolbar labeled ‘Bud-
get Spreadsheet Reports’.  Then select ‘Spreadsheet for Selected Department’.



Income Statement Compared To Budget - Departments Detail

To compare Income Statements to Financial Budgets, use the button on the toolbar at the top of the Budget
Worksheet window that is labeled ‘Compare Income Statements to Budget’.

On the window that opens, select the appropriate month, or the word ‘Year’ from the
drop down list in the ‘Select Period’ field.  Then select the budget year in the ‘Select
Budget Year’ field.

Use the button labeled ‘Report With Departments Detail’ for the report below.



Income Statement Compared To Budget - Month and Year-To-Date

To compare Income Statements to Financial Budgets, use the button on the toolbar at the top of the Financial
Budget Worksheet that is labeled ‘Compare Income Statements to Budget’.

To compare the selected Month AND Year-To-Date numbers, use
the button labeled ‘Month and Year-to-Date For Company’.


