Cover

Contents

Section Cover
Sub-Sedtion Cover

Blank Assumption

Time Sernes Assumption..,
Blank Qutput

Time Senes Quiput...

Lookup

BEHDDDMMN Mo

Model Schematic

Presentation Sheets

bpmloolboX

Getting Started - Version 6.0




" BI M bpmToolbox 6.0 — Getting Started Guide

bpmToolbox 6.0 — Getting Started Guide
This publication is owned and maintained by bpmToolbox Pty Ltd.

This document contains an overview of bpmToolbox 6.0 and the ways in which this tool can be
used to develop best practice spreadsheet models. Please check
www.bestpracticemodelling.com for any upgrades to bpmToolbox and the related help and
training materials. All copyright in this document and any derivation of this document is owned
by bpmToolbox Pty Ltd.

First Published in Australia in September 2006.
Printed and bound (if hard copy) in Australia.

Copyright © bpmToolbox Pty Ltd. All rights reserved.

This publication and many other spreadsheet modelling resources are available at
www.bestpracticemodelling.com.

Please use the following details if you have any inquiries about bpmToolbox:

Address: Best Practice Modelling (BPM)
Level 8, 330 Collins Street
Melbourne, Victoria
Australia 3000

Telephone: +613 9244 9800
Email: info@bpmglobal.com

Website: www.bestpracticemodelling.com

bpm'l'oolbox 6.0 www.bestpracticemodelling.com



EBPM

bpmToolbox 6.0 — Getting Started

Table of Contents

Chapter 1.

Chapter 2.

Chapter 3.

INErOAUCTION L.t eaa e 3
Overview of bpmMTOoOIbOX ......oviii 5
2.1, TREIME Lo e 6
2.2, SHITUCTUIE ..ot e e aas 7
2 TR 670 1 4] 010 1= 1 £ 8
2.3.1. =Y 8
2.3.2.  TIME SEIIES. et iiieeti ettt 8
2.3.3. ChECKS ..ieieii et 9
2.4, CONEENT ...t e 11
241,  FOrmats & StyleS . ccuieiiii e 11
2,42, ACCESSOMES ..uneeiteeet ettt e ettt e ettt e e e ees 12
2.4.3. FOIMS. e 13
244, HYPEIrINKS ..uneie e 14
2.4.5. NAMIES. .. 15
2.4.6. Schematics, Borders & Charting..........ccooveeviiiiiiiiiiiiiiieiieeenn, 16
2.4.7. QUICK TOOIS. .. it 17
2.5, FINalization & REVIEW.......ccuuiiiiiiiiiieeiie et 18
2.5 0.0 AUItING. .. e 19
2.5.2.  Printing & VIEWING ... ccuuiiniiiiiie e 20
Fundamental FirSt STEPS. .. oo e 21

wm www.bestpracticemodelling.com Page 1 of 22



aBPM
bpmToolbox 6.0 — Getting Started

Page 2 of 22 www.bestpracticemodelling.com mm



4aBPM
bpmToolbox 6.0 — Getting Started

Chapter 1.

Introduction

Welcome to bpmToolbox; the world’s most comprehensive best practice modelling spreadsheet
modelling tool. By utilising bpmToolbox, you have put the wheels in motion for implementing
BPM'’s Best Practice Modelling System. This system is comprised of four components:

1) Best Practice Spreadsheet Modelling Standards;
2) bpmToolbox;

3) Training; and

4)  Support.

These four components, when implemented together, can rapidly provide the knowledge, tools
and support to efficiently develop and use best practice spreadsheet models. In summary, the
primary purposes of the Best Practice Modelling System are to:

1) Ensure that models are built in accordance with the Best Practice Spreadsheet Modelling
Standards; and

2) Make the model development process as efficient as possible.

The Best Practice Modelling System

Standards bpmToolbox

- Best Practice Spreadsheet
Modeling Standards Comprehensive Best
- Govern how to model, Practice Model Development
not what to model Software

Best Practice Modelling

Training Support

- bpmToolbox Training Courses - bpmToolbox Support
- Best Practice Modelling (telephone, email, website)
Training Courses - Model Delivery Support

bpmToolbox is a suite of universally applicable spreadsheet modelling tools that can be applied
to every spreadsheet modelling task, from building a single table of numbers to building a
complex multiple-workbook financial and valuation model.

WM www.bestpracticemodelling.com Page 3 of 22
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Chapter 2.

Overview of bpmToolbox

This Getting Started Guide introduces you to the key features of bpmToolbox and explains in
broad terms how the program can be used to build spreadsheet models efficiently and
effectively in accordance with the Best Practice Spreadsheet Modelling Standards. You'll learn
how to develop fully-customized best practice spreadsheet models that can easily be used by
anyone and printed and viewed in a similar way to Microsoft Word® and PowerPoint®
documents. Additionally, you'll learn how to do all this whilst almost subconsciously adhering to
the Best Practice Spreadsheet Modelling Standards and your personal presentation preferences
(or those of your organisation).

bpmToolbox has been designed to provide a structured, start-to-finish approach to the
development of any best practice model in Microsoft Excel®. This is done via the following five
steps:

bpmToolbox — Best Practice Model Development Steps

— SR s

1. Theme

Keys Accessor\es Audmng
[ Time Serles | [ Chartmg | | Page Setups |
[ Ch(!cks | [ Folms | | Printing <|2<Viewing |
[ Hypelrlinks | [ Workbook View ]
| Logos
| Names
| Schematics

Note that these steps align with the layout of the groups of tools within the bpmToolbox tab
when bpmToolbox is loaded within Microsoft Excel® 2007 (or the bpmToolbox menu in Excel®
2003 or earlier):

The bpmToolbox tab in Microsoft Excel® 2007

Bookl - Microsoft Excel

i
i}

7]
] 2
JJ Home Insert Page Layout Formulas Data Review View bpmToolbox bpmsStyles bpmQuick @ - = x
= B = o . 1 pﬁ Q [l ARE br 0y =
= O B A v & ol & laal] | i B @
Insert Base Insert Base Keys ime Checks | Accessories Chartlng Furms Hyperllnks Lugus MNames Schematics | Auditing Page Prmtmgf Waorkbook | Options Help
Workbook Sheet - Sheets + i Series ™ B - - b T Setups ~ Viewing = View ks

Structure Components Content Finalization and Review Options Help

Each of these steps will be discussed in turn.

WM www.bestpracticemodelling.com Page 5 of 22
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2.1. Theme

Before commencing the development of your first best-practice model, you may want to
customize the ‘look and feel' of models built using bpmToolbox to more closely reflect your
personal or corporate preferences. To facilitate this, bpmToolbox allows thousands of settings
to be customized via the bpmToolbox Options, thereby allowing a ‘theme’ to be adopted and
applied automatically, even when multiple bpmToolbox users are working in a team. To access
the bpmToolbox Options, click the ‘Options’ button within the bpmToolbox tab/menu to display
the following dialog box:

bpmToolbox Options Dialog Box

bpmToolbox - Options @
Styles Component Formats Default
Mumber Farmats Heading Font (Tahoma) 14, Bold
Section Number, Heading Font (Tahoma) 13, Bold
Colors Model Name., Heading Font (Tahoma) 12, Bold
X Heading 1. Heading Font {Tahoma) 10, Bold
e Heading 2. Heading Font (Tahoma) 9, Bold
Auditing Heading 3. Heading Font (Tahoma) &, Bold ﬂ
Base Sheets Sample Theme Fonts
Base Workbook . Headings font: |Tah0ma j
Sheet Title
Chacks Body font: |Tah0ma j
Contents Font Date f currency formats
T Color (N/a): - Font (N/A): Use: |Heading Font « T o Date: [dmmmyy =
e
Automatic Tahoma 14 q
Cover Sheet | | | ¥ Bold Currency: |§ -
Hyperlinks EEEEEOOD s 2 I talic Default
i EEEEEENEE -
ogos ™ Underli
EEEEEEENE Srusie s
Names EOCONEENO [ Strikeout o
EOO0O0EED [ Includeinterior
Page Setups Cell color:
Printing / Viewing AN EENO ﬂ Mo color ~
AN fEEEN
Shortcut Keys
Time Series Bl
™ Include borders Presets:
Import
Border color: None i
T N Outline
[ MANEE T
Line style:
Thin -
al r
Set all styles to;  Default
Reset All OK | Cancel |

The most common options to be customized by bpmToolbox users are the fonts, chart colors
and logos. A more advanced level of customization may include sheet and style fill colors,
although this must be done with care as the default bpmToolbox settings have been designed
to reflect the Best Practice Modelling Standards and Conventions and are well recognised
throughout the best practice modelling sector.

A full collection of settings, which is collectively referred to as a bpmToolbox ‘theme’, may be
imported and exported to efficiently allow the sharing of themes between multiple bpmToolbox
users within a team or organization. To do this, see the ‘Import’ and ‘Export’ tabs within the
above Options dialog box.

Page 6 of 22 www.bestpracticemodelling.com mm
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2.2. Structure

Having deciding upon the theme to be applied by bpmToolbox, it's time to start building a best
practice spreadsheet model. Unlike pure Microsoft Excel®, bpmToolbox provides a foundation
for a new best practice model in the Base Workbook. The Base Workbook is a pre-determined
collection of sheets (which can be customized in the bpmToolbox Options dialog discussed
above) that can be inserted together in order to quickly provide a starting point for developing
a best practice model. To insert a Base Workbook, click the ‘Insert Base Workbook’ button on
the bpmToolbox tab/menu and follow the prompts. The table of contents for the default
bpmToolbox Base Workbook is shown below:

bpmToolbox Default Base Workbook Table of Contents

A|EBE o _|FHH I ] K L M
i DTabIe of Contents
2 [Insert Model Name]
3 Go to Cover Sheet
4
5
5 | 4 [Section & Sheet Titles
i
s 1. Assumptions
= 9 a. Time Series Assumptions
= [ 10 b. [Insert Time Series Assumption Sheet Title]
11 2. Qutputs
lj::|- 12 a. [Insert Time Series Output Sheet Title]
13 3. Appendices
14 3.1. Lookup Tables
|£|. 15 a. Time Series Lookup Tables
16 3.2. Checks
- | 17 a. Checks
- | 18 - Error Chedks
- 19 - Sensitivity Checks
|20 - Alert Chedks

After inserting a Base Workbook, additional sheets can be

bpmToolbox Base Sheets Menu
added via the bpmToolbox ‘Insert Sheet’ menu, with the

workbook table of contents being updated using the ‘Update h‘:?:j
Table of Contents’ tool on the ‘Base Sheets’ menu. p
ase
i . i Sheets ~

The Base Sheets System is ful!y automated. Upon insertion, I Update Table of Contents
every base sheet will automatically reflect your chosen theme =

. - . =& Restructure Workbook...
settings and will include all the relevant attributes that ensure
that the requirements of the Best Practice Spreadsheet X | Delete Unused Sheets
Modelling Standards have been met. The base sheet will then [Nl Name Base Sheet...
automatically be added to the model’s table of contents (with or 22 Exportto Import
without page numbers), thereby ensuring that the model can By Model Compasition..
easily be printed and viewed on screen. Invalid Sheets List...
Following the insertion of a base sheet, all you need to do is 51| Sheet properties..

insert the worksheet content. And that's where the rest of
bpmToolbox becomes important...

wm www.bestpracticemodelling.com Page 7 of 22
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2.3. Components

bpmToolbox is a tool focused on ‘how’ to model, not ‘what’ to model. However, the system
does allow three common types of components to be quickly inserted into best practice
spreadsheet models. These components are all available within the ‘Components’ section of the
bpmToolbox tab/menu, and are as follows:

1) Keys: Provide users of the model with an understanding of the best practice formats
and styles, sheet naming and range naming systems which have been used when
building the model;

2) Time Series: Allows for the analysis of data over multiple time series periods based on
time series assumptions including the model start date and periodicity; and

3) Checks: Facilitate the rapid creation, maintenance and use of exhaustive error,
sensitivity and alert checks systems within a model.

All of these components are inserted by default when inserting a Base Workbook and can
subsequently be removed if necessary. They are each discussed in turn below.

2.3.1. Keys

bpmToolbox allows keys to be added to each spreadsheet A Formats & Styles Key
model to inform model users about the best practice

methodologies that have been used when building the

model. There are three different types of keys provided
by bpmToolbox:

1) Formats & Styles Key;

2) Sheet Naming Key; and

3) Range Naming Key.

2.3.2. Time Series

One of the most common uses of spreadsheets is undertaking time series analysis — i.e. the
analysis of data over a number of time series periods. In lieu of this, bpmToolbox contains time
series components which provide a complete foundation for this type of analysis. These
components are:

1) Time Series Assumptions: Collect assumptions from model users about the time
series over which analysis will be undertaken — e.g. the model start date, periodicity, etc;
and

2) Time Series Lookup Tables: Contain lookup tables used by the time series
assumptions component and time series sheets.

These time series components are dependent on each other, and are both necessary in order to
insert time series assumption and time series output sheets, on which time series analysis is
undertaken.

Page 8 of 22 www.bestpracticemodelling.com mm
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Time Series Assumptions & Time Series Output Analysis

Time Series Assumptions Company 1 Revenue Forecasts - Base Case
Model Name
Home / Contents
Core Time Series Assumptions P
Title Primary
Periodicity Annual fev
Financial Year End 31 ¥ December V¥
Start Date 1-Jan-10
Periods 10
Denomination $Millions v _l—V
p.
Historical & Forecast Period Titles
Include in Period Titles?

Actual Periods
Budget Periods

Data & Projections - Timing Assumptions L Maali
Data Term Basis Active Data Periods v
Data - Active Periods 3

Projections - Start Date

Importantly, the time series components within bpmToolbox also allow for the analysis of data
and projections time series — i.e. where projections commence at the end of the data time
series. This is extremely useful when undertaking time series analysis which incorporates
historical and forecast analysis such as business planning modelling.

2.3.3. Checks

The bpmToolbox checks tools facilitate the rapid insertion of checks throughout spreadsheet
models. These checks are designed to ensure that model users are always fully informed about
the occurrence of errors, sensitivity analysis and other events in the model which may be
relevant to their decision-making processes. The tools also enable the easy insertion of checks
worksheets, which provide a summary of all the checks of each type.

In accordance with the Best Practice Spreadsheet Modelling Standards, the bpmToolbox checks
tools are split into three types:

e Error checks;
e Sensitivity checks; and

e Alert checks.

wm www.bestpracticemodelling.com Page 9 of 22
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A Dedicated Error Checks Summary

A B C D|E F I J K L M N
Error Checks

1 [Insert Model Name] (Error in Balance Sheet - Base Case)

2 Go to Table of Contents

3|MN € D Total Revenue Output
4

5 Base Case Error Check:
6 Error Checks

7

8 = Show error message in model name (if linked)?

9

10 Errors Detected - Summary

11 .

12 Total Error Areas: ’,

13 Error Message (Empty if None): Error in Balance Sheet - Base Case) i

14 s

15 Error Checks by Area ’ 7

16 P e

17 Error Checks Check Include? _Msg Flag ,

18 ’ 4

19 Balance Sheet - Base Case Opening Assumptions 0 Yes &

20 Revenue - Base Case Outputs 0 Yes

21 Ordinary Equity - Base Case Outputs 0 Yes U

22 Revenue - Sensitivity Case Outputs 0 Yes 0

23 Ordinary Equity - Sensitivity Case Outputs 0 Yes 0

24 Balance Sheet - Base Case 1 Yes 1

25 Income Statement - Base Case 0 Yes 0

26 Income Statement - Sensitivity Case 0 Yes 0

27 Cash Flow Statement - Base Case 0 Yes 0 P
28 Fu
29 Total Error Areas:

525.0 300.0
Error Check
Flags the existence of
errors.

When using the bpmToolbox checks tools, the user is clearly made aware of:

e The existence of errors;

e Operative sensitivity assumptions; and/or

e The occurrence of designated events of which model users would expect to be alerted.

This is done through the automatic linking of the outcome of each checks summary to the
workbook model name cell, thus ensuring that each worksheet in the spreadsheet model
indicates the outcome of these checks — e.g. ‘(Error in Balance Sheet — Base Case)’. Checks
summaries can be quickly and easily added to a workbook, and maintained and updated as the

model is developed going forward.

Page 10 of 22 www.bestpracticemodelling.com
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2.4. Content

Once you have chosen your bpmToolbox theme, inserted a Base Workbook and ascertained the
components to be included within your best practice model, the model development process
turns to the content of the model. Model content may include headings, numbers,
assumptions, controls, graphs, hyperlinks, formulas, range names, logos and any other content
required to undertake the desired analysis. bpmToolbox contains a wide range of tools
designed to dramatically assist in the development of this content. An overview of these tools
has been provided below.

2.4.1. Formats & Styles

The bpmToolbox formats and styles are different to the formats and styles you'd be used to
using in Microsoft Word® and Excel® because they have been designed to be purpose-based in
accordance with the Best Practice Spreadsheet Modelling Standards. This simply means that
the format properties of different bpmToolbox styles have set to reflect their purpose — e.g.
assumption styles will always be unprotected. The bpmToolbox styles can be accessed via the
bpmStyles tab/menu, as shown below:

The bpmStyles tab in Microsoft Excel® 2007

- F o ] Boolkl - Microsoft Excel = X
{ m?y-. d
Home Insert Page Layout Formulas Data Review View bpmToalbox bpmStyles bpmQuick l@] - B X

DO H # % XS =T 0ABBx 4

Sheet Section Model Heading || Mumber Percentage Multiple Currency Year Date Lookup Hyperlink Period Cell TOC Presentations Styles Colors
Title Number MName A T W i W T = T o Title Link & o &

Title Heading Number Time Other Presentations || Management

As discussed above in 2.1 Theme, the bpmToolbox styles can be customized to enforce a
corporate identity and ensure that spreadsheet model presentations remain consistent with
related Microsoft Word® documents and PowerPoint® presentations.

Best Practice, Customizable Formats & Styles

SR
Strie Component Formats |+ _ Defaun
Sheet Titke. sacing Font (Tshoma) 14, Bokd
Section Nusber. Heading Font (Tahoma) 13, Boild
Model Name. Headng Font (Tshoma) 12, Bokd
Heincling 1. escing Font (Tahom) 10, Bokd
e Heading 2. Heading Font (Tahoma) 9, Bokd
Auditing Headng 3. Headng Fant (Tahoma) 8, Bokd =
Dase Sheets cample Theme Fots
Base Warkbosk [ ||| Headings font:  [Fabema =
Chegics L sh Title || | Bady fone [ranema
e Fant Date | currenty formats Inter-
oabrols Calor (Nj&) B ... .. Use [esdgros = . — | B .
oo = | Jrf_’ e Ogw: e o] Application
Cower Sheet i i " Cumence [4 = .
¥ Bajd
ek EEEEEOOO | e | beat | Consistency
= | EeEgEa " | iy =
Loges EEEEE [ o I undestne | | <€ »
Hemes L EEEm ) ™ srikeout = inchrce ek
Page Setups Cell o 1 .
B ENCOCNEN ® o ¥ Word PowerPoint
EE EEEN = | PP |
Shortout Keys
Time Series Border
I indede borders Presets:
Impost L I L - I |
e Border calor: Hone Ouine J
[ -] =
Line style: il
|'|-: j | |
Set all styles to: __ Default

WM www.bestpracticemodelling.com Page 11 of 22
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2.4.2. Accessories

The bpmToolbox accessories tools are a suite of tools which enhance the efficiency and improve
the effectiveness of the spreadsheet modelling process. Most of these tools provide
functionalities previously unavailable in Excel®, assisting with areas such as formula creation,
conditional formatting, and the use of worksheet range names.

Advanced Formula Creation with the Partially Transpose Formula Tool

Capital Expenditure Assumptions

Capital Expenditure Timing Start of Period
Depreciation Term (Years) 250
Depreciation Method Straight-Line .
bpmToolbox - Partially Transpose Formula 7 ==
Depreciation Timing Factors Pl v colier arfays Range type
v v P.-Assets_ak_sasejo'lysj533:515107 -] LN ol
Cum. Depn Term - Opening Assets 1{0000 2.0000 Selected formula:

Cum. Depn Term - 1st Period Capex 1]0000 2.0000 =¥z
Cum. Depn Term - Period 2+ Capex - 1.0000

e

Periodic Depn % - Opening Assets 00% 4.00%
Periodic Depn % - 1st Period Capex 400% 4.00%

Periodic Depn % - Perod 2+ Capex 4.00% — et Orecton
5186 L AN @ Across Columns

Opening Net Book Value 250.0 264.0 — DonnRows € Down Rows

Capital Expenditure 250 256 " None

Book Depn - Opening Assets 10.0 (10.0)

Book Depn - 2006 Capex I i1.{]E! (1.0)

Book Depn - 2007 Capex (1.0) Cancel

Book Depn - 2008 Capex 17 (17

Book Depn - 2009 Capex (1.1)

Book Depn - 2010 Capex
Book Depn - 2011 Capex
Book Depn - 2012 Capex

The accessories tools are essentially a spreadsheet modeller’s ‘wish list' — redefining the
limitations of Excel® whilst greatly reducing the model development time frame.

Page 12 of 22 www.bestpracticemodelling.com mm
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2.4.3. Forms

bpmToolbox makes the use of controls (referred to with Excel® as ‘forms’) easy and ensures
that your assumption entry interfaces always meet the requirements of the Best Practice

Spreadsheet Modelling Standards and the interface control concept. Multiple controls can be
inserted, sized to specified ranges and linked to range-named cell links, all via a single user-

friendly dialog box.

Inserting Multiple Controls with Named Cell Links

AlBlCcID[E[F[G H I J K L M N
1| |Revenue Assumptions

2 Model Name

3 [Home / Contents

4 A€ D>

5

6

7 Revenue Assumptions

8 Base Year Does Category

9 Revenue Categories Reven¥e Driver Unit Price () Total ($)  Move with Inflation?
10 Revenue 1 Name Product A Volumes ¥ $1.25

11 Revenue 2 Name Product B Volumes W | $1.50 O

I Revenue 3 Name Product C Volumes W | $1.75

13 Revenue 4 Name Total Volumes - $3.25

14 Revenue 5 Name None - Fixed v $7,500.0 O

15

16

.bjanunIhou - Insert Drop Down Boxes [=E%m]
Main | Placement | Properties | Protection |
~Insert
[ropDownBox  ~| Justitem1 |
Workbook names (LU_...): E"°°|'°"p EI
| Pers_tn_yr i |
Qbrs
Yes_MNo -

Total drop down boxes to beinserted:

First drop down box insert fange or range name:

s =

{Rev_FA181$10:51510

Input range or range name:

J + Name |

[Lu_Rev_Drivers

First cell link range or range name:

-] __#Name I

[Rev_FA'141510

[V Name cell link ranges

_-|  +Name |

V¥ Auto prefix (DD_)

jRev 1Driver

| Insert I

Cancel

Building fully controllable, user-friendly assumption entry interfaces has never been easier.

bpmToolboXk.

www.bestpracticemodelling.com
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2.4.4. Hyperlinks

Hyperlinks are the navigational glue that hold a best practice model together, linking every
worksheet in a model to related worksheets and the table of contents and vice versa.
Hyperlinks ensure that model users will be able to quickly access any worksheet in the model
with no more than two clicks of the mouse.

Hyperlinks (shown as purple arrows) between the worksheets in a workbook

|

N VAN

S e

Whilst almost all the basic hyperlinks you will need will be inserted automatically when using
the bpmToolbox, bpmToolbox also includes a range of hyperlinks tools that ensure that custom
hyperlinks can quickly and easily be inserted between worksheets within any worksheet in your

spreadsheet model.

Page 14 of 22
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2.4.5. Names

The bpmToolbox Names tools provide a framework for the systematic use of worksheet range
names as recommended by the Best Practice Spreadsheet Modelling Standards and
Conventions. The use of these tools, and the resulting use of best practice range naming
methodologies, can greatly improve the rate of interpretation of complex formulas within large
models.

Formula Transparency resulting from Best Practice Range Naming

bpmToolbox - Name Range [ sl
A|lB  C|D E F G J K L Range to be named:
1| |Taxation - Base Case Assumptions [rax_ea1e 514 ]
2 Model Name I~ Auto prefix ,m
3 Home / Contents
4 N|€E D> Inserted name:
5 [Open Tax Losses
6
7 Taxation Rates Insert | Cancel |
8
9 Corporate Taxation Rate 3(.0%
10 [ SUM v (2 %X o S| =Open_Tax_Losses™CE_Ind_Open_Tax_Losses
11
12 Tax Losses Tax Loss Calculation
13 v Include?
14 Opening Tax Losses - |:| Opening Balance - 49.8
15 Tax Losses - Created during period 49.8 52.7
16 Tax Losses - Used during period - -
17 Opening Tax Balances Closing Balance 49.8 102.4
18 Include?
19 Deferred Tax Assets 100.0
20 Deferred Tax Liabilities 10.0
21 Income Tax Payable 50.0
22

When used properly, range names can make the interpretation and auditing of even the most
complex formulas easy. And for Visual Basic® programmers writing macros in Excel®, range
naming is a necessity.

WM www.bestpracticemodelling.com Page 15 of 22
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2.4.6. Schematics, Borders & Charting

The bpmToolbox schematics, borders and charting tools provide you with all you need to
efficiently develop professional diagrams, charts and presentations to communicate the logic
and/or outputs of your spreadsheet models to other model developers and model users.

Efficiently Create Consistent, Symmetrical, Themed Dashboard Outputs

' bpmToolbox - Dashboard Examples

Available dashboard examples:

[EE =

[Business Uinit Analysis (A4 Landscape)
|Current Year Monthly Performance
Merger Overview

(A4 Landscap
fol= (A3 Landsca
Project Summary (A3 Landscape)

[Requiatory Revenue Analysis (A3 Landscape) bpmToolbos - Sze Chart to Range
Revenues & Expenses by Business Unit (A4 Portrait) Size to range of range names
SR | MESAWS20: 58P 540
% of selection width. % of selection
Merger Overvies (A3 Landcape) - Anmotsted & 100% & 100%
e © 5% - T%
~ S0% 5%
5% 5%
" Dthar %: " Dthar %:
o Lo
r o
[ o [ o
Tab indent (pixels
@ small preview " Ls View more examples online
le—
bpmToolban - Insert Shape =
General | Placement | Properties | Protection | T
Werkbook mames (HL_.J: werick j‘ Step1of2
Dashboard layast..
Py Paper size: m - B
Total shapes to beinsertad: = | IR ¥ apply prasentation st
Mnnsmrmnem rmalnxm " Porrait ¥ Print title raws
s ME 184 =] _*Hame & Landscape | ¥ Inclede tile beading n
e
Shape type - Syle: [Presentaton Hesc
"0 -0 -0 <O —
Rgwe: 2 " Rags: ’2_
‘00O o A4 1|
7 1
Marging Tables
CoN CxD O 7 O Top: |18 3: [ Ipcude tables
sottom: [25 = Header columas: [1
I B el w: [ B colomns: 5
oy ! ik
Rght: [0 = 43 column wi |
Estmated zoom: | 1
| et > I l ]

Generic output presentations can be developed and perfected once and then re-used repeatedly
to significantly reduce model development times.
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2.4.7. Quick Tools

In addition to the many content-specific development-optimization tools within bpmToolbox, a
full range of ‘Quick’ tools have been provided to facilitate the ultra-efficient application of
number formats, validation, borders and other range properties. The bpmToolbox quick tools
can be accessed via the bpmQuick tab/menu, as shown below:

The bpmQuick tab in Microsoft Excel® 2007

Ep = 5 Bookl - Microsoft Excel - = X
il =
—/ Home Insert Page Layout Formulas Data Review View bpmToolbox bpmStyles bpmQuick W - T X
o oJ \ - amma  ammn A constant | A" Aute T ol [A ]
0 2010 31 X I + A ' : :
A Formula Wark in Progress = RS
Number Percentage Multiple Currency Year Date Font s Cells Alignment Fill  Validation | Borders | Activate
v - - - - - - £ Mixe - - - - -

Number Time Font Formats Borders || Contents

The most common use of the bpmToolbox quick tools is the application of decimal places, font
color or cell alignment to ranges following the application of a bpmToolbox style using the
bpmStyles tab/menu. For keyboard shortcut users, becoming familiar with the logical keyboard
shortcut sequences on these two tabs/menus is fundamental to experiencing major efficiency
gains when using bpmToolbox.

wm www.bestpracticemodelling.com Page 17 of 22



aBPM
bpmToolbox 6.0 — Getting Started

2.5. Finalization & Review

After choosing a bpmToolbox theme, determining the appropriate model structure, inserting the
required components and building the model content, the bpmToolbox finalization and review
tools become an integral part of completing (or reviewing) any spreadsheet model.

The bpmToolbox finalisation and review tools fall within two primary areas:

1) Auditing: Review and interpret formulas, locate and repair errors in a workbook and
lock down a work book for secure distribution; and

2) Printing & Viewing: Ensure the use of consistent page setups, panes and splits, print
scaling, viewing zoom and group levels within all the sheets in a best practice model.

Each of these areas will be discussed in turn.
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2.5.1. Auditing

The purpose of the bpmToolbox auditing tools is to allow the undertaking of quick and easy
preliminary spreadsheet model audits. These tools do not intend to reinvent the wheel by
providing functionalities already available in Excel or alternative auditing software programs, but
have instead been developed to extend and complement the existing Excel auditing tools and
check for the correct implementation of best practice.

Sophisticated Model Auditing & Review Tools

bpmTeolbax - Starch & Repair =E "]
bpmToolbox - Traverse Formula
z 3 TS Step 1of 2
Formula (in cell ‘Rev_Base_F0'1327): F Crrth e -~
=IF(NOT(CB_Rev_Mod_Inc),0,
IF(1$18=1,Rev_Base_FA!]29, Pard what. T Lok e
127(1+Rev_Base_FA1129)))
W 3 Erors = &l sheets I ¥ Fopmelas
Precedents: ¥ L Eror source ranges (o W Eormels resules
CB_Rev_Mod_Inc B vz hest [=
Js18 ¥ & tavalid cell content ranges i~ Qesignated shaet types: W Shages | objects
Rev_Base_FAIJ29 3 Werk inprogress ranges v WL ~ Condiponaiformais
127 -
& bwvalid names b Contents R ghars
W Secton Cover
loge. | €| « F Sub-Secton Cover e
E Blark Aseenoon Audit cell content exceptions
W Time Seres Assumplion
W Blank Cutout P Teas
' Time Seres Ousput ¥ ryperinks
F  Celllinks
¥ Mode schemanc —
P ot x| | | ¥ Presentation sheets
Revenue - Base Case Outputs ($MNJions) €5 Dasiguitid ranges ¥ oresentarion styles
fa.mn; BRI 0 nd "1" are formuta

Revenue

[ nee I cancel

Category Names

Revenue Category 1 Name ¥ 102.5 105.1
Revenue Category 2 Name N 76.9 78.8
Revenue Category 3 Name N 51.3 52.5 3
san Traverse Formula...
Revenue Category 4 Name N 25.6 26.3 =
Revenue Category 5 Name N 10.3 10.5 “E|  View Formula Logic...
Total Revenue ‘/ 2600 ' 2665 ' 2732 Sketch Formula Logic
[ ———— EE =) EE Trace All Precedents
e - — ‘Shaw
Fomie [ e S B8 Trace All Dependents
127%(1 +Rev_Base_FA11291) W Results
I Biew beses %  Search and Repair...
- ™ Legictormats
= CB i i e Locate Error Sgurce Ranges...
Locate Errors...
LI Locate Links...
—=— Locate WIP Ranges...
}3) Locate Invalid Conditional Formats...
N Locate Invalid Names...
AL Audit Cell Content..,
3 Protect Multiple Sheets...
% Unprotect Multiple Sheets...
% Protected Sheets Summary...
BA Multi Watch Window

Using the bpmToolbox Auditing tools a spreadsheet modeller can overcome the auditing
frustrations so often experienced during the spreadsheet modelling process, such as drilling
down into complex formulas, finding the location of external workbook links in a model, tracing
the precedents/dependents of multiple cells at the same time, or simply protecting/unprotecting
multiple worksheets simultaneously.
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2.5.2. Printing & Viewing

Preparing a workbook for printing is often one of the most frustrating in the spreadsheet
modelling process, whether it be attempting to apply consistent headers and footers to all
worksheets, setting the scaling of a worksheet so all the data fits onto the one printed page, or
removing panes/splits from multiple worksheets simultaneously.

The bpmToolbox printing and viewing tools remove all of these frustrations and in doing so
provide you with tools which dramatically reduce the time taken to print and view a model.
These tools will also significantly improve the presentation and professionalism of your printed
spreadsheet models.

Efficient, Best Practice Model Printing & Viewing

& Sheet Left
Sheet Right

Decrease Print Scaling 1%

/) o)

Increase Print Scaling 1%

b

=

Show / Hide Gridlines
Repaginate Workbook

Print bpmToolbox Workbook...
Hide Sheets...

Unhide Sheets...

Hide Selected Sheets

Company 1 Revenue Forecasts - Base Case
Model Name
Home / Contents

€>

Reset Panes

XL PPPGE

Remove Panes

Reset Splits

Revenue Summary - A$m

Reven

Remove Splits

bpmToolbox - Copy Page Setup 7
Application | Content |

Apply current sheet page setup properties to
Al sheets
i

Revenue Growth Summary - %p.a

* Designated sheettypes:

<171

oK
]

i

Section Cover
Sub-Section Cover
Blank Assumption

Time Series Assumption
Blank Qutput

Time Series Qutput
Lookup

Model Schematic

Chart

i o e o B B e B |

cace

Using the bpmToolbox printing and viewing tools on models built using bpmToolbox will allow
the development of models which will print and view in a similar manner to documents created
in Microsoft Word® or PowerPoint®.
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Chapter 3.

Fundamental First Steps...

Follow the instructions provided below for a simple step-by-step guide on how to instantly start
using your bpmToolbox to efficiently build your own best practice spreadsheet models.

i)

2)

3)

4)

5)

6)

7

8)

9)

10)

11)

Review the Best Practice Spreadsheet Modelling Standards (from www.ssrb.org).

Download and explore some example models built using bpmToolbox (from
www.bestpracticemodelling.com).

Insert a Base Workbook using the Insert Base Workbook tool () on the
bpmToolbox tab/menu.

Insert base sheets using the Insert Sheet menu on the bpmToolbox tab/menu. Note
that when inserting sheets from the Insert Sheet menu, the new sheet will be inserted
to the right of the active worksheet.

ToC
Update the table of contents using the Update Table of Contents tool (g) within the
Base Sheets menu on the bpmToolbox tab/menu.

Apply bpmToolbox styles from within the bpmStyles tab/menu, noting the automatic
coloring of constants, formulas and mixed cell content ranges as per the Best Practice
Spreadsheet Modelling Standards.

Insert a control using the bpmToolbox Controls tools within the Forms menu on the
bpmToolbox tab/menu. Insert multiple controls to see the true efficiency savings of
these tools.

2
Insert a custom hyperlink using the Custom Hyperlink tool (ﬂ), located on the
Hyperlinks menu within the bpmToolbox tab/menu.

Insert a list of range names into your workbook using the Names List tool (M), located
on the Names menu within the bpmToolbox tab/menu. Be sure to include a number in
the name assigned to the first name in the list.
Enter a simple formula into a cell and partially transpose it using the Partially

=
Transpose Formula tool (ﬂ), located on the Accessories menu within the

bpmToolbox tab/menu. After using this tool, use the Trace All Precedents tool (@)
from within the Auditing menu on the bpmToolbox tab/menu to trace the precedents
of the formulas which have been partially transposed.

Examine and trace formula logic using the Traverse Formula tool (ﬂ) and the View

Formula Logic tool (ﬂ) from within the Auditing menu on the bpmToolbox
tab/menu.
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12) View some example dashboards using the Dashboard Examples tool () and insert a
dashboard template using the Create Dashboard Template tool (), both located
within the Schematics menu on the bpmToolbox tab/menu.

13) Insert a Model Schematic Sheet (via the Insert Sheet menu on the bpmToolbox

tab/menu) and insert multiple shapes into it using the Insert Shape(s) tool (@),
located within the Schematics menu on the bpmToolbox tab/menu.

14) Undertake a search and repair of the active workbook using the Search and Repair tool
() located within the Auditing menu on the bpmToolbox tab/menu.

15) View the entire workbook in page break preview mode using the Print Preview tool

(@) from the Workbook View menu on the bpmToolbox tab/menu and use this view
to set or update page breaks on worksheets.

For further information or help on using any of the tools listed above, consult the relevant area
in the bpmToolbox online help at www.bestpracticemodelling.com.
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