
INSTRUCTIONS FOR COMPLETING TAB J


OPTIONAL DEPARTMENT I/E SUMMARY
   NOTE:
The only difference between this level of budgeting and the Activity level is that you enter data for each activity into the DEPT.XLS file as opposed to the Category files.  Once the data is in the Category files, all of the preceding steps are the same.

A macro is needed to transfer the data to the corresponding activity sheet in the category files or to save the file with the activity number as the name.

As mentioned earlier, you can prepare your budget one of three ways: 1) using the activity I/E summary in the category files, 2) using the optional Activity/Department I/E summaries, or 3) using a combination of 1 and 2.

STEPS
1.  Remember to enter amounts as whole numbers (rounded to the nearest dollar).

2.  Go to the DEPTS.XLS.  This file contains the following sheets (in order): Activity, Roll Up, Dept 00, Dept A to Dept I.  There are 10 individual departments for your use, including Dept 00. The Activity sheet is the exact same format as the individual Activity I/E summary that are in the Category files.  The remaining sheets are the I/E summaries with the individual accounts for each line below.  Each Line on the I/E summary has the account name and number that goes into each line.

3.  In the Activity sheet, go to cell A4 (highlighted in Red) and type in the activity number and name that you are working on.  For example, 01 - All Hands Club.

4.  Proceed to the Dept 00 sheet.  This sheet has been set up as Department 00, General Income & Expense for your convenience. 

5.  Begin entering data into the proper accounts for each I/E line.  The data must be on a line with an account number or it will not be totaled.  Do not type on the Line I/E title line.

6.  When you have finished with department 00, proceed to the Dept A sheet.  Go to the cell C4 (highlighted in Red) and type in the Department Number and name that you are working on.  For example, 02 - Bar resale.  Repeat step 5 above.

   NOTE:
Dept 00 is the only worksheet that contains all of the expense elements for each expense line.  The remaining worksheets, Dept A thru I, have eliminated those expense elements that are specific to Dept 00.
7.  When you have finished with the second department, proceed to the Dept B worksheet.  Repeat the preceding steps until all of the departments, for that particular activity, have been used.

   NOTE:
Remember that you can enter downloaded costs for lines 17 through 20 here or in the Download worksheets.  You must choose one or the other, not both. 
8.  When you have completed the entire activity, you have two choices: 1) Save this file as an Excel workbook with the name being the two digit RAMCAS activity number (i.e. 01, 55, 62), or 2) or transfer this data to the correct sheet in the correct category file (i.e. into worksheets 01, 55, 62) and then save as a workbook.

   NOTE:
You can only transfer the data if the category file, under which the activity that you are working on, is open.  If it is not, it will not work.  The speed with which this transfer occurs depends greatly on the processing power of your computer.  
TO SAVE FILE AS ACTIVITY NUMBER
1.  The macro CTRL + B will save the file with the activity number as the name in the C:\Budget05 directory.  When you run it, you will be prompted to identify the activity that you are saving.  A message box will appear with TYPE IN THE TWO DIGIT RAMCAS ACTIVITY NUMBER TO SAVE THIS FILE UNDER.  You will need to type in the two digit RAMCAS activity number (01, 54, 62) and hit return.  Do not type anything other than the two-digit RAMCAS activity number or it won’t work.  The macro will then save the file as the RAMCAS activity number with an Excel extension (i.e. 01.XLS, 55.XLS or 62.XLS).  It will also bring back the DEPTS.XLS file for you to work on.

2.  When the time comes to transfer this data, you will need to use the CTRL + A macro.  This macro will prompt you with a message box that reads ‘TYPE IN THE TWO DIGIT RAMCAS ACTIVITY NUMBER’. You will need to type in the two-digit RAMCAS activity number (i.e.  01, 55, 62), and hit return.  This will activate the macro to transfer the data.  Do not type anything other than the two-digit RAMCAS activity number or it will not work.

TO TRANSFER DATA AND SAVE FILE AS ACTIVITY NUMBER
1.  If you decide to transfer this data directly to the correct worksheet in the correct category file, you use the CTRL + A macro.  Again you will be prompted to identify which activity you want to transfer.  A message box will appear with TYPE IN THE TWO DIGIT ACTIVITY NUMBER.  You will need to type in the two-digit RAMCAS activity number (i.e.  01, 55, 62), and hit return.  This will activate the macro to transfer the data.  Do not type anything other than the two-digit RAMCAS activity number or it will not work.  As with the CTRL + B macro, the macro will save the file as the RAMCAS activity number with an Excel extension (i.e. 01.XLS, 55.XLS or 62.XLS) in the C:\Budget04 directory.  It will also bring back the DEPT.XLT file for you to work on.

STEPS FOR UPDATING A FILE
1.  If you have to update any of the individual activity files that you created (01.XLS), all you need to do is open that file, make the necessary corrections and run one of the macros.  You must remember to use the CTRL + A macro to transfer this data, it will not transfer automatically.

   NOTE:
If the DEPTS.XLS file is open and you have made changes to an existing individual activity file and are saving it with the CTRL + B macro, Excel will prompt you with the following message: ‘DEPTS.XLS is already open.  Reopening will cause your changes to be discarded.  Do you want to re-open?’.   Your answer must be YES.  If you choose NO, a macro error message will appear.  If this happens, you will need to hit END on the error message and try again, making sure that you choose YES the second time.
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