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A hands-on guide to budgeting using Calxa.
Focused on the needs of a Not-for-Profit organisation.
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Introduction
For those of you approaching the end of financial year, it’s time to start thinking about budgets

for next year (and some would argue that it’s never too early to start planning for next year’s

budget). 

I have worked with Not-for-Profit organisation for over 20 years and our reporting software is

geared towards solving some of the complex budgeting, acquittal and board reporting

challenges experienced in this sector. So, I hope you will enjoy these tips using Calxa. 

Follow these budget tips for a pain-free budget season.

Happy Budgeting

Mick Devine

CEO

www.calxa.com
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End of Spreadsheets
Anyone who started a finance or accounting career at any time since 1980 would be familiar

with budgeting in spreadsheets. Spreadsheets were a great advance on the manual, paper

systems that preceded them and saved many hours in both the preparation and maintenance

of budgets.

However, spreadsheets aren’t the perfect tool for budgeting. The downside of their great

flexibility is that they give you unlimited scope to make mistakes. And the best of us make

mistakes from time to time – mistakes that can be very hard to identify and track down in a

spreadsheet.

There are best-practice guides on implementing and managing spreadsheets but you have to

be dedicated to follow them and there’s always the temptation to take shortcuts when you’re

in a hurry. And at some point in the budgeting process, there will be deadlines and time

pressures and you’ll take shortcuts. And inevitably, those shortcuts come back to bite you

later.

Budgets are inherently complex and go through several revisions. While spreadsheets can be

fantastic for simple operations, the more complex they become the greater the risk of

something going wrong. The smart way to do budgets in the 2020s is with an application like

Calxa that connects to your accounting system.
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Budgets in Calxa
One of the strengths of a budgeting application such as Calxa is that it provides structure.

Starting from the list of accounts from your accounting system (whether that’s Xero, MYOB or

QuickBooks), you can be confident from the start that when you come to compare actuals to

budgets, everything will line up perfectly.

While Calxa doesn’t give you the wild ‘you can do anything’ flexibility of a spreadsheet, there

are some ways in which it is even more flexible. One key example there is in managing

multiple versions of a budget. With Calxa it’s easy to keep track of your original, approved

budget, your current forecast and various drafts and alternate scenarios. On the report filters

you can easily select which one to report against so that you can distribute copies. Once

you’ve settled on the final, approved version, it’s a simple click to set one of them as your main

budget to work on for the rest of the year – and you can lock the Approved Budget once it’s

been signed off by the board.
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Editing Tips
When editing your budgets, take advantage of the options and filters to control what you see

on the screen and focus just on those accounts you need.

Options let you choose:

 Show account numbers: Turn off if you work with account names rather than numbers.

 Show empty rows: Turn off to hide rows with no data in the date range displayed. If you

need to zero a row (the quickest way to do this is to put a 0 in the total column), turn this

option back on to show the empty rows so you can enter new values.

 Display numbers as: Set to Thousands or Millions if you deal in large numbers. This is

useful not just for big organisations but also for those who deal in currencies such as the

Indonesian Rupiah.

Filters let you restrict the view to specific account types (contract the header accounts and

select the ones you want. Or filter for just one account. If you want to update Wages across

multiple business units, search for your Wages account(s) in the filter, make your changes and

then move from one business unit to the next. While you’re working within the same

organisation, your filters will be remembered.

One more tip on filtering your budgets: remember that you have flexibility over date ranges.

The default is the financial year from your accounting system, but you’re not limited to that.

Use the pre-set options to the Calendar Year, Current Quarter or Next 6 months. You can also

just select a start and end date, and this works well for a project budget that runs across

financial years.
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The Budget Factory
No set of budget tips would be complete without mentioning the Budget Factory. It’s the tool

you need for the big changes such as setting up next year’s budget or copying the approved

budget to the current forecast. You’ll find it under Budgets & Actuals, click the hamburger

menu to the top left and then Budget Tools, Budget Factory.

Use the Budget Factory to create next year’s budget based on Actuals for the current financial

year (it is clever enough to use your Main Budget for the remainder of the year), adjusting

income, cost of sales and expense accounts for inflation or planned growth. As an alternative,

if you set the Cost of Sales method to a Percentage of Income (rather than increase on the

previous year), you can then edit the Net Profit figure and it will calculate the revenue you

need to bring in to make that profit. This can be a good exercise for any organisation and

raises interesting questions to get you thinking about your plans for the year ahead.

The other main use for the Budget Factory is to copy one budget to another. This could be

copying your Approved Budget to the Current Forecast or copying your read-only accounting

system budget into an editable Calxa budget. In this case you wouldn’t normally make any

changes to the numbers on the way through.
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Excel and Calxa
When you have complex calculations to do, sometimes a spreadsheet is the best place to do

them. You do have control and flexibility in the layout of your data and can do some quite

complex calculations. Minimise the risk of your spreadsheet calculations by combining them

with the structure of Calxa.

Start by exporting a budget template from Calxa and pare that down to just the accounts and

months you are focussed on. Don’t remove the first few columns that identify the business

units and accounts but you can delete any rows you aren’t planning to update and also delete

previous months (so, for example, if you’re doing an update in January you might delete the

June to December monthly columns and just update January to June).

When preparing your spreadsheet, you can put formulas in the import area. Just put your

workings either on another sheet or below the import rows. The import stops at the first blank

row (or column).
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Share the Load
Budgeting shouldn’t be a lonely process! If you have a standard Calxa Premier subscription, it

includes 5 users by default. Invite your colleagues and give them permission on the business

units they need to edit (so you can control who does what).

It’s easy to add extra users to your subscription and you can do that for a limited period of

time. While some of our customers give department managers access all year round so they

can run reports any time they want, some add them at the beginning of the budget setting

period, give them access for 2-3 months and then remove them (and Finance reverts to

distributing reports for the rest of the year). Choose the option that works best for your

organisation culture – or experiment!
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Key Budget Reports

Print your Budget

The best way to print a budget is to use the P&L with Projected Total (12 Months) report. Set

the starting period to FY Start 1 and make sure you don’t have a tick in Using Actuals Up To (as

you only want to see budgets). Filter for the business units you want to include and you’re

ready to roll.
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Unspent Budget

Search Unspent in the Report Builder and you’ll see the standard Unspent Budget report. Use

the dropdown to pick the variant that shows the current month, Year to Date and the

comparison to the full year budget.
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Reforecast

Searching for Unspent or Reforecast will reveal the P&L Reforecast Unspent to meet Budget

report. This shows Actuals for past period and recalculates the remainder of the year to show

what needs to be done to meet the annual budget.
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2-Budget Reports

Sometimes you want to compare your Actuals to your Approved Budget and to your Current

Forecast. Try either the YTD vs Current and Approved Budget Versions or the Actual vs

Current Budget (2 Annual Budgets).
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Account Breakdown

To see which projects are consuming your expenses (or contributing to income), try the

Account Breakdown pie chart. Note that you can use an Account Tree with this chart to get the

level of detail you need.
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Cumulative YTD Progress

To measure your Year to Date progress, try the Cumulative Actual to Budget chart. The bars

show Year to Date actuals, the lines show the current year budget and previous year actuals.
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