Welcome to the BusinessPlanner Basic Help:
Up until now, integrated planning was associated with extensive operational and administrative requirements and consumed
a
great deal of time.
Bank Austria has developed BusinessPlanner Basic to enable every businessperson to complete integrated financial planning.
BusinessPlanner Basic combines the latest technologies with a simple and intuitive user interface to provide a harmonious
business tool.
The program offers wizards that take you through all planning steps. When you enter the figures from your income
statement, the correct balance sheet figures and thereby your financial plan are calculated automatically in the background.
This enables you to determine your liquidity quickly and accurately and creates a solid basis for professional financial
planning.
Liquidity and your whole budget: Done quickly, completely and without mistakes!
First Steps
This section provides help on using all wizards and functions in BusinessPlanner Basic for getting started quickly!
Navigation
Orient yourself in BusinessPlanner Basic and familiarize yourself with the most important navigation options and the functions
for customizing the program interface.
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Start Planning
To view the corresponding help entry, please click on the desired icon:











Planning from: The drop-down list shows the selected starting date for the plan. You can change the starting date for your
plan
(transition of actual to planned figures, start of calculation for your plan) by selecting the next planning year from the dropdown list.
Planning period: The drop-down list shows the number of planning years selected for the plan.
You can change the planning period by selecting the desired number of years from the drop-down list.
The maximum number of planning years is 3.
Planstatus:
Plan status "open": the plan status "open" has been assigned to all wizards.
Plan status "in progress": the plan status "finished" has been assigned to at least one wizard.
Plan status "finished": the plan status "finished" has been assigned to all wizards.

Sales wizard

You can plan your sales using the Sales wizard.
The wizard can be opened through the the Start menu or the side menu.
Once you open the wizard, the following view appears:
The Sales wizard overview window shows all planned sales for the selected period. The cells cannot be edited in this view!
Please go to the details window underneath to edit any entries.
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Click on one of the existing items to edit it in the detailed window underneath.
to create a new item.
Click
If you wish, you can change the designation of the selected sales item by overwriting the existing designation.
Under "Basic sales data", you can enter the total revenue, the sales deduction, the payment deadline for your claims and the
corresponding sales tax rate. You can also enter the merchandise use, the stock turnover in days, the payment deadline for
your payables and the associated tax rate.
You can select the desired planning basis from all available actual and planned periods by means of the planning year dropdown list. You can switch between the actual and planned data by clicking the navigation arrows

.

These data are shown as a sum and then on a monthly basis. They can serve as a basis for seasonalisation. The total column
contains the total for the selected planning basis (e.g. total actual values for the previous year). The month columns contain
the monthly values and their value as a percentage of the selected total value.
The system offers different options for distributing your planning data:
- You can either provide monthly values or an annual value and then distribute this value linearly or manually.
- You can also seasonalise your data where necessary on the basis of the actual figures collected for the prior year.
Information on importing data can be found here.
Your plan is shown in the lower half of the wizard screen.
The month columns contain the planned monthly values and their value as a percentage of the total planned annual value.
The total column contains the entered annual value. The next column shows the change in per cent.
If you have created more than one planning year, you can select and edit the plans for all existing planning years by means
of the year tabs.
Once you have entered all the data, the following takes place in the background:
The entered sales revenue figures are transferred to the income statement on a monthly basis, the sales deductions are
calculated separately and then also entered in the income statement. Under assets, the sales revenue is turned into
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receivables (including sales tax), whereby the value of the receivables is reduced by the sales deduction. The payment of the
receivables is entered on the basis of the indicated payment deadline.
Merchandise use is calculated on the basis of the entered sales value and is then transferred to the income statement. The
stock levels are also calculated on the basis of the merchandise use (also taking the stock turnover into account) and the
payables (including tax)are recorded under the liabilities. The payments are entered on the basis of the specified payment
deadline and reduce the payables accordingly.

Expenses wizard

You can plan your expenses using the Expenses wizard.
The wizard can be opened through the Start menu or the side menu.
Once you open the wizard, the following view appears:
The Sales wizard overview window shows all planned sales for the selected period.
The cells cannot be edited in this view! Please go to the details window underneath to edit any entries.

Click on one of the existing items to edit it in the detailed window underneath.
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Click
to create a new item.
If you wish, you can change the designation of the selected expenses item by overwriting the existing designation.

Personnel wizard

You can plan your personnel expenses using the Personnel wizard.
The wizard can be opened through the Start menu or the side menu.
Once you open the wizard, the following window appears:
The overview window of the personnel wizard shows your personnel planning for the selected year.
You cannot edit the entries in this view (please go to the details screen underneath to make any changes).
The only entries that can be edited here are the settings for the display of the expenses for special payments.
Type in "1" (or 0,5 etc) in the desired month to allocate the payments to this desired months.
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Click on one of the existing staff to edit it in the detailed window underneath.
Click

to create a new item.

Here, you can enter the name of an employee or assign a group or total designation by overwriting the existing designation.
First names can also be entered but are not required.
You can then enter all wage- and salary-relevant data:
The employee's monthly salary, a pay raise as a percent of this salary or as an absolute amount with the time at which
the raise should be applied, and the associated ancillary wage costs.
The row “Gross annual salary” shows the effective planned monthly salary. In this example, the salary is shown from
February (start of employment), and the planned values are continued to the end of the planning period because no end of
employment was indicated. If you have plans for multiple years, as in the case of this example, the gross annual salary will
be calculated for the following years as well. The monthly ancillary wage costs are shown in the row “Ancillary wage costs”
(calculated on the basis of the gross monthly salary).
Desired additional payments can be entered manually in the row “Bonuses”. Their breakdown can be specified in the row
“Special payments”. The special payments will be applied to the months for which the check box is selected.
If you have created more than one planning year, you can select and edit the plans for all existing planning years by
means of the year tabs.
Once you have entered all the data, the following takes place in the background:
The entered personnel expenses are transferred to the income statement on a monthly basis, and these expenses
are recorded as a liability under accounts payable to suppliers. The payments are entered on the basis of the specified
payment deadline and reduce the payables accordingly.

Investment wizard

You can plan your investments using the Investment wizard.
The wizard can be opened through the Start menu or the side menu.
Once you open the wizard, the following view appears:
The overview screen of the investment wizard shows your planned investments for the year.
The entries cannot be edited in this view, please go to the details screen underneath to make changes.
The only entry that can be edited here is the depreciation preview.
These values can be edited by entering the desired amount for each group in the active boxes.
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To enter an investment in the desired group, please select the group first (such as intangible assets) and then click on one of
the existing items to edit it in the detailed window underneath.
Click

to create a new item.

Enter the acquisition value of your investment, the month of acquisition (the basis for depreciation calculation), the service
life of your investment, the tax rate and the desired depreciation type.
The depreciation and payment plan shows the planned depreciation over the planning year in the first row.
You can also enter the desired payment times and amounts manually in the “Payment” row.
The following depreciation types can be applied:
Linear depreciation [linear]
The acquisition or manufacturing costs of the asset (investment) to be depreciated are divided equally across the entire
service life. The same amount is depreciated every year, and the asset is completely written off at the end of its service life.
The depreciation value is calculated using the following formula: depreciation value = acquisition costs / service life
Linear depreciation [pro rata]
Pro rata linear depreciation begins in the month of acquisition instead of in the year of acquisition, as is the case for standard
linear depreciation.
Linear depreciation [balance sheet]
The calculated value is not represented monthly, but is accumulated from the date of purchase, and accumulated to/ shown
at the balance sheet date.
The depreciation and payment plan for your investment is shown in the lower half of the wizard screen.
The month columns show the planned depreciation amounts for your investment (pro rata per month) and the payment
plan amounts. You can plan the payment in each month by entering the desired amount or by having a set amount divided
up between multiple months. The payment can also be planned in a subsequent planning year.
If you have created more than one planning year, you can select and edit the plans for all existing planning years by means
of the year tabs.
Once you have entered all the data, the following takes place in the background:
The value of the investment is added to the fixed assets under assets at the entered time of acquisition and the value is
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also added to the accounts payable to suppliers (including tax) under the liabilities. The planned payments reduce the
liability on the specified dates.
The calculated annual depreciation is assigned pro rata to the monthly periods in the income statement.

Loan wizard

You can plan your loans using the loan wizard.
The wizard can be opened through the Start menu or the side menu.
Once you open the wizard, the following view appears:
The overview screen of the loan wizard shows your planned loans for the year.
The entries cannot be edited in this view, please go to the details screen underneath to make changes.
The only entry that can be edited here is your current account interest rates. These values can be entered manually per
month.
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Click on one of the existing items to edit it in the detailed window underneath.
Click

to create a new item.

Then, you can enter the designation and the purpose of the loan by overwriting the existing designation.
Under "Basic loan data", you can select the loan type (amortisable loan or annuity loan), the period type, the initial date of
the loan, the interest due (payment of interest) and the calculation method (in advance or in arrears).
Then, you can specify which variable (cash value, instalment rate, interest rate or term) the program should calculate by
selecting the corresponding tabs (Cash value calculation, Instalment rate calculation, Interest rate calculation and Term
calculation). Once you have entered all variables, click "Calculate" to show the missing variable and enter it into the
repayment plan.
Select the desired period type for the loan, the initial date of the loan, the interest due (payment of interest)
and the calculation method (in advance or in arrears). Then, you can specify which variable (cash value, instalment rate,
interest rate or term) the program
should calculate by selecting the corresponding tabs. Click "Calculate" to calculate the missing variable and enter the values
into the repayment plan.
If you have created more than one planning year, you can select and edit the plans for all existing planning years by means
of the year tabs.
Once you have entered all the data, the following takes place in the background:
A liability due to a bank is entered under the liabilities in the amount of the loan on the indicated date. At the same time, the
interest charges calculated on the basis of the cash value are entered in the income statement.
These interest charges are also entered under the liabilities and paid on the indicated dates.
After your plan is calculated, the resulting shortfall or surplus is subject to interest charges according to the entered interest
on current account and entered in the income statement as interest expenses or interest income.
These expenses or income are also entered as a payable or receivable and paid according to the entered due dates.

Wizard for other items

You can use this wizard to plan your taxes, nominal capital and personal draw.
The wizard can be opened through the Start menu or the side menu.
Once you open the wizard, the details window appears:
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Unlike the other wizards, this wizard only has an editing window.
The desired monthly values must be entered manually.
Once you have entered all the data, the following takes place in the background:
If you enter a tax prepayment, the values are entered in the income statement.
This expense is then entered under the liabilities. Private contributions and private withdrawals are reported as additions to or
deductions from equity capital under the liabilities.
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Navigating in BusinessPlanner Basic:
We would like to begin by explaining the most important navigation elements in the program..
When you start the program, the welcome screen is shown. Here, you can:
Create a new plan

Open an existing plan,

All existing plans are shown in a list and can be opened by double clicking them.
Edit existing plans (open, rename or delete) and

Access the help.

The entry "First steps" shows the current help entry.
The entry "Open the BusinessPlanner Basic help" shows the help start page.
The entry "Visit the help forum" opens the help forum in your Internet browser.
When you open a plan, the start and navigation menu is shown.
This menu takes you through the entire planning process like a planning guide:
You can access all program wizards through this menu.

You can also access all wizards and menu items by means of the side menu.
The checkpoints (check marks) show the status of the respective part of the plan by their colour.
Changing the planning status

Further navigation buttons:
Click this button

to go to the start page.

Click this button

to go to the plan creation screen.

Click this button

to edit your master data (company name, address, etc.).

Click this button
Click this button

to close the program.

to show the current plan name and go back to the navigation menu.
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Entering Your Company Master Data

Click the

button to open the company master data screen.

In this window you can chance the program and the planning (menu) language and look up your software details.
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Creating a New Plan:
You can create your plan in this window.
First, enter a plan name, the disired unit for your amounts and the starting date for the plan.
Next, define the maximum planning period. You can set up a plan for a maximum of three years.
You can extend your plan at any time.
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Changing the Planning Status:

Yellow means that planning is in progress.
(Status assigned by the system automatically the first time the wizard is opened)
Green means that planning has been completed for the respective module.
You must assign this status manually.
To change the planning status,
wizard's details window. Click "Yes" in the message

to confirm the change in the planning status.

click the button in the upper right corner of the respective

Renaming, Copying and Deleting Plans:
You can use this screen to manage your plans:
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You can rename an existing plan by overwriting its current designation in the designation column.
Copying plans:
icon to copy an existing plan.
Click the
The plan is copied in the background and is then shown in the list of plans.
You can change the plan's name by overwriting its designation.
Deleting a plan:
Click the

icon to delete an existing plan.

The plan will be removed from the system and the list after you confirm deletion by clicking "Yes".
Click "No" if you want to keep the plan.
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Customising the Overview:
Click the

button to show a compressed overview.

Click the

button to show the complete overview.
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Entering actual data manually

The actual data wizard helps you to enter actual data quickly and without errors.
To open the wizard for entering actual data, select the corresponding menu item in the Start menu or
the side menu.
Once you open the wizard, the following window appears:
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Unlike the data import wizard, this wizard only has an editing window.
The desired monthly values must be entered manually.
You can only change editable entries (transaction items) in the income statement.
Only the balance items can be edited in the balance sheet.
You can change between the individual areas using the side menu.

Importing actual data

To import data, you need an assignment list and an importable list of current account balances.
The format of the list of current account balances is important for the data import. You can import your accounting data into
BusinessPlanner
in Excel or ASCII format (.csv or .txt) or directly from your accounting program.
Correct accounts that are automatically exported as CREDIT balances (revenue accounts and liabilities accounts) by changing
the sign in the
assignment list, because the planning model uses positive values for both assets and liabilities.
You can work with the various export formats using the "advanced data import" function.
Click here for import examples.
To open the data import wizard, select the corresponding menu item in the Start menu or the side menu.

Once you open the wizard, the following window appears:
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Select your list of current account balances as the data source.
You can import files in Excel or ASCII format, or access your accounting program directly by means of an ODBC connection.
Import file:
First line:
Sheet no.:
Divisor:

button to select the desired import file
Click the
(list of current account balances).
Specify the line from which data is to be imported from the list of current account balances.
Here, you can specify the sheet in the Excel workbook from which you wish to import the balances.
Because the data in your accounting system is usually recorded with a much higher degree of precision
than you need for planning, you can specify a divisor to adjust your data here.
Indicate the currency that the imported data are in (you can choose between euro and US dollars).

Imported
currency:
Assignment list: Your assignment list specifies which account is to be assigned to which planning item for the import. For
this, you will need an Excel list with all of your accounts, whereby the account number should be in the
first column and the account designation in the second.
Existing period How do you want to handle the existing period values? You can use one of three functions:
- Initialise
values:
If you select "Initialise", all data (item contents) in the selected import month will be deleted before your
file is imported.

- Add

If you select "Add", the values in your import file will be added to the existing items.

- Overwrite

If you select "Overwrite", only the most recently imported value for the item is saved.

Data category:

Example: The accounts 100 and 200 are assigned to planning item BE100. If you select "Overwrite", the
value for account 100 would be imported first, and then the value for account 200. This value would
overwrite the value for account 100. After the import, only the value for account 200 would be contained
in planning item BE100.
In the Basic version, you can only import data in the "actual data" category.

Specify which columns BusinessPlanner Basic should write the account number, the opening balance and the account
balances (values from).
For example: The account number is in column = 1; the values start in column = 3, etc.
Depending on the structure of your list of current account balances, you may have to select "Cumulate amounts",
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or you can use the "advanced data import function" on the "Advanced target definition" tab.
You can configure how the columns of your list of current account balances are handled on this screen.
You can change the order in which the columns are imported, have a debit/credit balance calculated, etc.
-in accordance with the structure of your list of current account balances.
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The assignment list that is currently being used is shown the "Assignment list" tab:
We recommend that you use your list of current account balances to create the assignment list. You only need the first two
columns,
which should contain the account numbers and the account names. You can select the corresponding planning item by
clicking the
"Item number" cell and browsing.
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This list can be reopened (if you have made changes in Excel, for example) or saved (if you have made changes directly in
the assignment list tab).
Alternating items:
This refers to accounts that can come with negative or positive values from the accounting system.
It is only sensible to use exchange items for these accounts. The exchange items may only be assigned to planning items
where they would be seen
as a positive value. Traditional items where exchange items are used include, for example, the current account and cash
book accounts.
Example of current account account: If the value from the accounting system is positive, it is assigned to "Cash on hand, in
banks" (assets).
If the value is negative, it is assigned to "Current account" (liabilities). The positive or negative sign must not be changed for
exchange items!
Click the

button to start the import.

If you receive an error message after the import, the accounts that could not be assigned are saved to the assignment list
automatically, where they
can be assigned manually so that the data import can be completed again without errors.

Reports
When you click this button, your entire plan is calculated in the background and then shown in report form.
in front of the desired item(s)
Chart: To view or compare one or more items in graphical form, select the check box
and then click the minimised chart beneath the report view.
Cumulated view: Click the

box to view the reports on a monthly, quarterly, biannual or annual basis.

You can select from three report sets to view your plan.
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Income overview: This view contains the most important cumulated items from the income statement and
the shortfall or surplus from the budget.
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Balance sheet:
This view shows the cumulated items from the balance sheet.
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Income details:
This view shows the cumulated and individual items from the income statement.
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Grafische Darstellung der Planungswerte:
in front of the desired items to add them to the chart directly beneath the item sets.
Click the check boxes
Click the chart box to view the chart:
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If you have created plans for more than one year, you can switch between the years by clicking the

field.

To limit the timeframe of the current view, select the desired period (month, quarter, half-year or year) from the
down list.

drop
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Generating a report: To create the report book, you must first import your structure into Excel. To do this, click "Step 1".

After you create the input form, click "Step 2" to open the report book in Excel.
You only need to create the input form if you have added or removed items.

BusinessPlanner Basic Report Book
Generating a report: To create the report book, you must first import your structure into Excel.
To do this, click
You only need to create the input form if you have added or removed items.
Afterwards the Management Cockpit opens in Excel.
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Please enter your company data to receive a correct report. Next, select the desired reporting period (current period and
current year).
Click the
Click the

button to view the selected report on the screen.
button to print out the selected report.

