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LIMITED WARRANTY

If you discover physical defects in the disk on which the Town Budget Worksheet is
distributed, the Department of Agricultural Economics at Cornell University will replace
the disk at no charge to you, provided that you return the disk to the Department at 132
Warren Hall, Cornell University, Ithaca, NY 14853-7801 and provided that you include
proof of purchase,

CORNELL UNIVERSITY, THE DEPARTMENT OF AGRICULTURAL ECONOMICS AT
CORNELL UNIVERSITY, CORNELL COOPERATIVE EXTENSION, AND THE
AUTHORS (HEREAFTER REFERRED TO COLLECTIVELY AS "THE DISTRIBUTORS")
EXCLUDE ANY AND ALL TMPLIED WARRANTIES, INCLUDING WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, and limit your
remedy to returning the software to the Department of Agricultural Economics for
replacement. Although the Department of Agricultural Economics tested the software and
reviewed the documentation, THE DISTRIBUTORS MAKE NO WARRANTY OR
REPRESENTATION, EITHER EXPRESS OR IMPLIED, WITH RESPECT TO THIS
SOFTWARE CR DOCUMENTATION, THEIR QUALITY, PERFORMANCE,
MERCHANTABILITY, OR FITRNESS FOR A PARTICULAR PURPOSE. AS A RESULT,
THIS SOFTWARE AND DOCUMENTATION ARE LICENSED "AS IS,” AND YOU, THE
LICENSEE, ARE ASSUMING THE ENTIRE RISK AS TO THEIR QUALITY AND
PERFORMANCE.

IN NO EVENT WILL THE DISTRIBUTORS BE LIABLE FOR DIRECT, INPIRECT,
SPECIAL, INCIDENTAL, OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE
USE OR INABILITY TO USE THE SOFTWARE OR DOCUMENTATION, even if advised
of the possibility of such damages. In particular, the Distributors shall have no liability
for any data stored or vsed with the Town Budget Worksheet, including the costs of
recovering such data.

THE WARRANTY AND REMEDIES SET FORTH ABOVE ARE EXCLUSIVE AND IN
LIEU OF ALL OTHERS, ORAL OR WRITTEN, EXPRESS OR IMPLIED. No dealer,
agent, or employee of the Distributors is authorized to make any modification, extension,
or addition te this warranty.
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I INTRODUGTION
This manual is intended to help you use %@"ﬁé computerized Town Budget Worksheet for
New York fowns developed by the Local Government Program it the Department of
Agricultural Economics at Gomsil University. The purpose of this worksheet is o heip
you to more quickly and efficiently develop and evalusie your lown budget. Tha format
of the worksheet was adapted from the Budost Manyal for Towng producsd by the

Office of the New York State Comptroller.

To use this budget worksheet, it is necessary to have an 1B PC or an 1BM PC-
""" compatible computer with at least 384 I of RAM mamory, a copy of Lotus 1-2-3,
Version 1A or 2.0, and PC DOS 2.0 or a higher version. Printouts of the model can bs.
accommodated on a narrow-carriags printer that permits compactad print.  Otherwise,

a wide-carriage printer is required.

Why Use a Computerized Budget Spreadsheet?

Even for a relatively smali town, there are many advantages 1o formulating a town
budget on a computerized spreadshest. First, it facilifales the maintenance of an
organized history of your town’s budget. Second, the computerized spreadshest heips
eliminate simple mathematical errors. Third and most important, the computerized
budget allows you to quickly revise estimates and change budgst iterns without having
to redo calculations manually or redo a whole hand-typed budget. This allows you to
easily try different expenditure and revenue options and theraby develon a more
carefully considered budget.



Do | Have to Be a Lotus Expert?

Advanced knowledge of Lotus 1-2-3is helpful, but the Budget Worksheet really
E’eqmms only a beginning knowledge of Lotus 1-2-3. The ability to move the cell
pointer and the ab'ility to type entries into cells are the two most important skills needed
for the successful use of this worksheet.

The Budget Worksheet is simple to use becauée built into it are a series of
"user-friendly” programs. These programs al!ow'you to modify the Budget Worksheet
to meet your town's needs without having to worry about complex formulas or Lotus
1-2-3 functions. The Budget Worksheet will automatically assist you in creating new
junds and new line items or in erasing those that you do not need. The worksheet
ensures that when a fund or line item is added or deleted, the change will be correctly
reflacted in all appropriate sections of the worksheet.

How This Manual is Structured

This manual has six sections. A general understanding of their contents will help you
use them most efficiently.

The first section, "An Overview of the Budget Worksheet," explains its overall layout on
a Lotus 1-2-3 spreadsheet. In addition, it gives a detailed explanation of the
organization of budget material within the Budget Worksheet.

The next sectiohz, “important Skilis and Concepts,” discusses some of the speciél
commands and concepts that are important in using the Budget Worksheet. Along with
the first section, it will help you get an overall "feel” for how the Budget Worksheet is

organized and how it works.



The "Dirsctory of Commands” is next. This section provides a detalled catalog of the
special commands built into the Budget Workshaest and ¢ “;ﬁ’iﬂ?‘ﬁaﬂ@ﬁ% of how 10 use
them. The directory is an impoitant reference saction that will probably want {o
consult often as you learn how to use the workahest,

The fourth section is entitled *Complating Your Flrst Seeglon.” It providas a

{i’%

step-by-step guids o preparing the Budpet Workeheet for uss by your town, You
should read the pf@@@@éw g sactions belo

o foliow these instructions.

The next section, entitled "Heln,” nrovides a discussion of problems you ma encounter
?“ .

in using this software. As with most non-gams soltware, the Budget Worksheet doss

not restrict your actions to such an extent that vour cannot inadvarisntly “wander oft the
road.” This section pmvicﬂ% assictance for corracting the move common problems that

you may encounter when this happans.

Finally, an "Appendix® provides instructions for using a simple test afiar you have
modified the Budgst Worksheet 1o it vour lown's situation. ¥ the test gives the

expected results, you can be assurad that you have nol act ichently alferad some of the
worksheet's formulas and programs during the modificailon procsess.
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i, THE LAYOUT OF THE SPREADSHEET

ilustration 1 shows the lavout of the Budgst Workshest on the Lotus 1-2-3
spreadsheetl. It indicates that the Budget Worksheet is made up of four basic paris:
funds, summary, tax plannsr, and programs. Before reading on, study the refative
locations of these paris. A mental image of this layout will help you recognize what is

shown on vour computer screen as you use the workshest.

ILLUSTRATION 1: Layout of the Budget Worksheet on the Spreadshest.
A K
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The Funds Section

The funds are the basic classifications of line items in the Budget Worksheet. As
shown in Hustration 2, each fund is divided into two parts: an appropriations division,
which appears first, and a revenues division, which appears second. inside each
fund's appropriations and revenues divisions are the line items for that particular fund.
Lines for summarizing revenues and appropriations appear at the bottom of each
division. The Budget Worksheet you received has the five most commonly used funds
built into it, but special commands for adding and deleting funds enable you to tailor
the worksheet 1o vour town's neads,

Look at the *ACCOUNTS" and "CODE" columns at the left side of the illustration. The
account titles shown here are guite abbreviated because of lack of space. The actual
Budget Worksheet allows you more space 1o type in account titles. Also, "PS," "CE/"
"E0L,7 PR, and "IN are abbreviations for "personal services,” "contractual
expenditures,” "equipment,” "principal,” and “interest,” respectively. Built info your
Rusdget Worksheet when you recsived it were the fifty account titles and codes used
rmost commonly by towng, but |, again, special commands allow you to add and delete
acoount titles and codes and fgh@r@by adjust these entries {o your town's needs.

The next three columng provide space for you 10 enter data on past and current
 gperations that town budgst developars usually find helpful. The amounts for the

o AST YEARS ACTUAL..." column should be obtained from your accounting records
for the pravious year. The enties in the "BUD. AS MODIFIED SEPT. 1..." column
chould be the amounts that the town board budgeted for the current year as modified
by any amendments made by the board between January 1 and September 1. "SEPT.
1 ACTUAL ¥-T-D..." is an abbreviated column heading for "actuai year-to-date -
expenditures and revenues for January 1 through September 1." Entering and
reviewing this column’s figures, which reflect experience for most of the current year,
may help you decide on amounts for the coming yea'r.



You also must typs into the Budget Worksheet the numbers for the remaining columns
except for the "CHANGE FROM...” and the "% CHANGE FROM...” columns. The figures
in these two columns are determined by the formulas of the Budget Workshest, which
are activated by a simple command. These figures are also depandent upon the

ILLUSTRATION 2: Use of the Budget Worksheat for a Small Town's Highway Fund

TOWN OF ROCKY POINT Round #: i 25-Sept-86
1887 BUDGET - DETAIL OF ALL FUNDS

LAST BUD A3  SEPT1 SUPERVISORS PRELIM-

YEARS MODIFIED ACTUAL TENTATIVE  INARY CHANGE % CHANGE

. AGTUAL SEPT 1 Y-T-0 BUDGET BUDGET ADOPTED FROM FROM
ACCOUNTS CODE 1685 18886 1688 1987 1987 1987 1985 1086
Approptiations sesneok JISLANAY FUND
Repairs PS  DAB110.1 32,078 33,458 18,551 32,300 {1,356) -4.1%
Repairs CE DA5110.4 8,000 7,000 3,500 6,350 (650} -9.3%
improve. DAB112.2 6 11,000 8,580 3,000 (2,000) -18.2%
Mach: EQ DAS130.2 1+ 7,000 5,000 8,500 {500) -7.1%
Mach: CE DA5130.4 25,000 30,000 24,571 27,500 (2,500) -8.3%
Brush &w. DA5140.1 2916 27186 2,345 2,818 _ 100 3.7%
Sno rem PSS DAB142.1 30,828 32,417 25,540 34,037 1,620 5.0%
Snorem CE DAS142.4 7384 10,000 3,620 16,500 500 5.0%
Othgov PSS DAB148.1 18,580 15,580 10,588 17,280 1,700 $0.9%
Othgov CE DA5148.4 10,850 10,860 6,878 11,750 800 7.3%
Soc. Sec. DAS030.8 5,800 5,750 3,834 5,839 89 1.5%
Unemplins DAS050.8 3,000 4] 0 4] Q wnen e
Hs /med ins DASOS0.8 11,500 15,460 12,300 20,480 5,000 - 32.3%
Ser bond PR DAS710.6 18,208 16,208 18,205 18,205 0 0.0%
Serbond i DASTI0.7 2,817 1,045 1,845 873 {972) -50.0%
Cap Prejfd DA9950.9 4,453 0 G 4 300 4,300 *reee
Total High. Fund App. 174,600 199,479 142,358 205,610 ] O 8,131 3.1%
Revenues
Seroth gov DAZ300 18,530 18,530 8,540 20,530 i 2,000 10.8%
Int& sarn  DA2401 1,150 1,150 o982 1,200 50 4.3%
Eq renial DAZ418 8,000 28,600 7.725 28,500 500 6.3%
CHIES DA 24,014 32,084 15,910 32,084 ) 0 0.0%

Total High. Fund Rev 51,684 58,744 34,127 82,294 0 0 2,550 4.3%




*stage” of the budgeting process that you have selected. This stage is referred to in
the Budget Worksheet as the "round:”

o [fthe budget round number is 1, the figures in the "CHANGE" columns are based
on the entries you make in the "BUDGET AS MODIFIED..." and the
“SUPERVISOR'S TENTATIVE BUDGET..." columns. |

« i the round number is 2, the Budget Worksheet again uses the "BUDGET AS
MODIFIED...” figures, but now compares them with your entries for the
“PRELIMINARY BUDGET..." column to perform the calculations for the
"CHANGE" columns.

« Round 3 uses the "BUDGET AS MODIFIED..." and "ADOPTED..." figures to
‘caleulate the figures for the "CHANGE® columns.

On your budget printouts, the round numberis indicated in the upper right-hand corner
of the first and many of the succeeding pages. When you are working on the computer,
a special cormmand, explained later, allows you to set and reset the round number.

The current round number is always displayed on your monitor with the column
headings in the funds, summary, and tax planner sections.

The "CHANGE" columns are intended to help with the analysis of proposed budgetary |
amounis. They allow the person developing the budget to determine absolute and
parceniage amounts of changes in pariicular iine items and totals without doing

manual calculations. Thase columns also allow other budget reviewers, such as town
board members, 1o easily ascertain the magnitude of proposed changes. If it seems
desirable to try different amounts for certain line ltems for the current year, entering the
new amounts in the appropriate column and use of the command that recalculates the
"CHANGE" columns will quickly produce the new change amounts.



0%

A close look &t Hustration 2 will indieate other aspects of the "“CHANGE" columns that
3 e s denoted In the "CHANGE FROM...
oL, CHANGE.." column by a minus sign. The

you should understand.

column by parenthesis s

budgeting of & zere amount for the coming year for a line item for which nathing was
s TR i the "% CHANGE...” column. 8o
will the budaeting of a positive amaunt for the coming year for & ine item for which

budgeted for the curent vear will

3

nothing was budgeted for the curent year.

&

The Sumnary Section

The next section of the workshset is the summary section. Hlustration 3 shows a
summary section for a small fown's budgei developed with the Budget Workshset.

in this section, the Budgsl Workshest generates a fund-by-fund summary of
appropriations and revenuss. The programs built into the worksheet ensure that the
totals from the funds ars transierred corectly and automatically to this saction. For
example, note that the wtals for appropriations and revenues for the Highway Fund of
Nustration 2 have been ransierred into this summary. Bringing up the summary
section on your computer screen requires only a few easy key strokes. You do not
have o enter any numbers in this seclion, B

Another aspect of Hlustration 3 that you should note is the appropriations and revenues
antries for the small town's fire district {the “FIRE DIST” fund). Technically, of course, a
fire district is not a lown special improvernent district, uniike a fire protection district
{(abbraviated "FIRE PROT U7 In Wustration 3). In order, however, 10 make it possible to
create summary and tax plannar sections that conform in general terms to budgeting
practices apparently usad by many 1owns, it seemed appropriate to provide a
procedure for generating budget figures in these sections for fire districts. The
nrocedure for doing this simply requires thet the person using the Budget Worksheet
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create a "duminy fund” in the funds section for each fire district in the town and then

insert in it surnmary figures for the fire district for sopropriations and revenues other

iy taxes {in other words, one line of figures In each division of the fund).

ILLUSTRATION 20 flustration of Summary Section from Budget Worksheat.

TOWH OF ROCKY POINT Found #: i 25-Sept-86
1987 Budget - Appropristion Summary of All Funds

LAST  SUD AS  SEPT1 SUPERVISORS PRELIM-
YEARS MODIFIED ACTUAL TENTATIVE  INARY CHANGE % CHANGE
ACTUAL BEPT T BUDGET BUDGET ADOPTED  FROM FROM
FLIND CODE 988 1986 1886 1987 1987 1987 1986 1986
A BRETE 0 96,584 55,445 01,910 ¢ 0 4,816 5.1%
4 174608 192470 142,356 205,810 0 G 8,131 3.1%
14,255 18,150 10,551 §.500 0 0 (10,650} -65.9%
BROT O sF 14000 14,500 14000 14,925 o 2 926 6.6%
FIRE WE::: 1 WoO18,000 15,000 15,000 18,000 Y] ] 1,000 B8.7%
Toial Approg. 316,842 341,823 248382 343,845 0 [ 2,322 0.7%

TORR OF FOOKY POINT

1987 Budpet - Fevenve Summary of Al Funds

LAST  BUD AR SEPT1 SUPERVISORS PRELDM-
YEARS MODIFED ACTUAL TEMTATIVE  INARY CHANGE % CHANGE
ACTUAL BEFT Y T BUDGET BUDGET ADOPTED  FROM FROM
FLIRMD i 1885 1568 1688 1867 1887 1687 1986 1986
ZENERAL FUMD A 48984 47,048 3@ BEZ 48,880 G o 1,806 3.4%
HIGHWAY DA 51,684 §8744 4,127 82,294 G 0 2,550 4.3%
REY SHARING OF 14,258 18,150 “EE;& 12 8,000 2 g (11,180} -89.0%

FIRE PROTD aF G o 0 e g ¢ o

FIRE DIST K 4878 8108 4,844 5,900 g 0 200 3.9%
Totaks: 126,089 ANE 121,244 G 0  (6,795) -5.3%

128,008
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These figures can be obtained from existing records for the last year and the current
year and, as usual, from the fire district board or freasurer for the coming budget year.
In the illustration, we have arbitrarily assigned the fire district a "K" for its cods.

An alternative and more technically correct procedure would be to write or type in fire

district figures beiow the *Totals” fine in the tax planner section as a "memo” or "note” 1o
the town budget . This ¢
Workshaet. It should be done by hand or with a typewriter after the town budget has

annot be done by using Lotus 1-2-3 and the Budget
been adopted by the town board and printed by your computer prinier.

Finally, note that the last line in each division of the summary section provides grand
totals of all appropriations and revenues and that the "CHANGE" columns again allow
budget reviewsrs 1o quickly determine the absciute and percentage amounis of
changes in both particular funds and the grand totals. Any ling-item changes that vou
make in the funds ssction afier reviewing your Initial summary tables for appropriations
and revenues will be automatically carried forward to updated summary tables simply
by your use of the command for bringing up these tables or for printing your work.

The Tax Planner

The next section is the tax planner, as shown in Hlustration 4. For each fund, it carries
forward totals of estimated axpenditures and revenues from your entries in the funds
section 1o the second and third columns. For example, note that the totals for 1987
appropriations and revenuss for the Highway Fund of Hlustration 2 appear again. In
the fourth column, you must enter your estimates of unexpended balances that will be
available at the end of the year for each fund. Use of a simple command will then
cause the computer o subtract the estimates of revenues and unexpended balances
from the estimate of aporopriations for each fund, thereby generating in the fifth column
the amounts to be raised by taxes on real property. '
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HLLUSTRATION 4: Tax Planner Section of the Budget Worksheet.

Tax Hete Scheduls Found #: 1 25-Sept-88
Surmmary of Town Budgetfor 1987

Implied Current

Appro. Less Loss Amtiobe Total TaxRate Tax Rate % Change

Adopied Estimated Unexpended Raised Assessed $§ per $% par From

Fund 1987 Heovenuss Balance By Tax Valye Thousand Thousand CurYear
GENERAL FUND 101,810 48,850 1,000 52,260 2,583,790 20.48370 1 9.82398 2.68%
HIGHWAY FUND 208,610 62,204 2,000 141,316 2,553,790 5533580 5581106 -0.85%

HEY SHARING 5,500 5,000 500 ¢ 2,553,780 0.00000  0.0000¢
FIREPROTD 14,825 c 0 14,925 1,200,281  12.43459 11.62258 4.29%
FIRE DIST 16,000 5,300 250 10,4506 1,353,509 7.72087  7.44655 3.68%

Totais 243,945 121,244 3,750 218,851

E:.Béap@ﬁdmg on the round number you have selected, the estimates of totals for
appropriations end revenuss will be from the "SUPERVISOR'S TENTATIVE
BUDGET... * “PRELIMINARY BUDGET...,” or "ADOPTED..." columns of the workshest
(Rounds 1, 2, and 3, respeciively). iIn other words, the tax planner section can be used
at each of the three stages of bUdget development, thereby again giving you a tool for
quickly generating and analyzing changes in your budgst figures. Any changes you
make In the funds section will automatically be carried forward to the tax planner
soction when you use the command to bring up this table on your screen or to print

your burget.

The las? four columns in this table allow you to generate tax rates for the coming year
(1987 in the lustration) and to compare them to the rates for the current year (1986 in
the Hlustration). in the "TOTAL ASSESSED VALUE" column, you must enter the total
@Ag%@sﬁé{ﬁ property valus for each fund, and in the "CURRENT TAX RATE...” column,
youl must enter the tex rate for the current year for each fund. Use of a computer
command will then generale lax rates for the coming year for all funds in the seventh
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column and the percentage differences betwean the current year's tax rates and the
coming year's tax rates In the final column. Again, any changes you make in the funds
section after you initially generate these columns of the tax planner will automatically
be carried into them when you give the command to bring up the tax planner or to print
your budget.

The Programs

The last section of the worksheet contains the special programs written for the Budget
Worksheet. These programs ars the instructions to the computer that are used to
modify the worksheet format, print special sections, nrovide input héip, gtc. This
section is never dirsctly used by the person constructing a budget. For an explanation
of programming in Lotus 1-2-3, see the saction of your Lotus 1-2-3 manual on
"macros.” |

WARNING: DO MNOT GHANGE ANYTHING IN THE PROGRAMS SECTION,
TAMPERING WITH THE PROGRAMS CAN CRIPPLE YOUR

7
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i, IMPORTANT PROCEDURES AND CONCEPTS

This section discusses the major procedures and concepis that you need to
understand in order to use the Budget Worksheet. The procedurss are confined to
those needed to start and end budgeting sessions, to make a backup copy of the
criginal Budget Worksheet, and to save “interim” copieslef your work during budgeting
sessions. The main concepts that have to be mastered are the special menu system
commands that have been built into this worksheet.

As a way of explaining some of the important procedures covered here, this section will
take you through some preliminary instructions for using the Budget Worksheet. The
bulk of the instructions for using it, however, will be provided in the later section entitied
"Completing Your First Sessicn.” You should follow these preliminary instructions

now, pause to read the "Directory of Commands” (the next saction)}, and then move
ahead with the instructions found under "Completing Your First Session.”

Loading the Budget Worksheet

Turn on the computer and load DOS. if the terminal prompts you for the date and the
time, enter the correct date. This is important because when you print your worksheet,
it is automatically dated according to the date set on your computer.

t oad Lotus 1-2-3. By pressing the RETURN key (the ENTER or " 4—" key on some
computers), move through the preliminary Lotus 1-2-3 screens untii a blank worksheet
appears. Next, put the Town Budget Worksheet disk into the appropriate drive
(probably Drive B), and use the Lotus 1-2-3 FILE, RETRIEVE {/FR) command to
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refrieve the worksheet entitied B:udget (or-Budget.-WK1 if you are using Version 2.0
of Lotus 1-2-3). .

When you first enter the Budget Worksheet; the-Budget Worksheet Main Menu.-will
appear at the fop of your screen, and an-initial. body-of text ("Welcome to...”) will appear
below. ‘

Before You Begin.. ..

" and store it

Before you begin to use the Budget Worksheet MAKE A BAC COE
in a safe place. Floppy disks can be very delicate at times. No'one has ever regretted
making a backup copy, and many have regreited that they did not.

Making a backup copy Is the safest and sasiest way to protect the original version of
your software. Since there are no copy-protect features on this software, making a
backup copy is a rélatively easy task. Do this now by taking these steps:

1} Select Quit from the Main Menu. This will take you to the regular Lotus 1-2-3
environment.

2) Use the Lotus 1-2-3 FILE, SAVE (/FS) command to create a duplicate of the
Budget Worksheet under a different file name. Create this file on a different
disk than the ona that contains your originai Budget Worksheet, and then store
the second diskina safe place.

3) Simuktanecusly depress the ALT and M keys to return to the Budget Worksheet

Main Menu.

This procedure will give you a backup copy of your Budget Worksheet in case you
damage the original copy, misplace the oﬁginal disk, or need to recover from a failed
disk or other computer prcbléms. If you do need to use your backup disk due to such
a problem, make a new backup copy from the first one. ' :
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Saving Your Worlk ua‘*mg :
& Budgeting Sesslon

You should save your work as you complete successive major stages involved in
modifying the orginal Budget Worksheet o youé’ town's requirements (for exampie,
adding funds used by your town but not included in the original worksheet) and in
typing in dollar amounts. If you inadvertently “clobber” your work, overcoming this
satback will be much easier if you can simply retrieve a file that you created at an
earlier stage of your work that has corrsct modifications and dollar entries.

~ There are two ways to create such interim files:

1) When you retrieve a file into the computer, thers is still a name associated with
it. You can use the Keep command on the Budget Worksheet Main Menu to
save a copy of your work back to the disk in the drive [{ this disk already has a
file by the same name. This could be the disk from which you retrieved the
worksheet for your work session, and the file on the disk could be your original
Budget Workshseet. (It is better, however, not 1o sava your work to this file so
that you can always use it to retrieve a "clean copy” of the Budget Worksheet).
This disk could also be another disk that has a file of the same name. In any
case, the Keeb command will rsplace the contents of the old file with the
worksheet you have just developed.

2) | you wish to save your work under a different file name, use the Quit
command to escape from the Budget Worksheet Main Menu, and use the Lotus
1-2-3 FILE, SAVE (/FS) command to create a new file with a new name. This
can be done on the same disk that contains your original Budget Worksheet (if
sufficient space remains on it) or on another disk. To return to the Budget
Worksheet Main Menu, simultaneously depress the ALT and M keys.
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 Ending a Session

When you end a session, you will normally want to save your work. There are two
ways 1o accomplish these two tasks: ' '

1) As explained abovs, if you simply wish to overwrite the file on the disk with the
worksheet you have just developed, use the Budget Worksheet Keep
command. This will save your worksheet to the disk under the "old" file name,
and it will automatically replace the previous version of the worksheet. After
doing this, exit the worksheet and end your Lotus 1-2-3 session by selecting
oult from the Main Menu and using the Lotus 1-2-3 QUIT (/Q) command to
and the session.

2} Also, as explained above, if you wish to save the file under a different name,
use the Quit command to escape from the Budget Worksheet Main Menu; and
‘use the Lotus 1-2-3 FILE, SAVE (/FS) command to save the worksheet under
a different name. After doing this, exit the worksheet and end your Lotus 1-2-3
session by using the Lotus 1-2-3 QUIT (/Q) command.

Starting & Second or Later
Budgeting Session

When you wish 1o start up the computer to continue your budgeting work, load DOS‘
and Lotus 1-2-3 as explained under "Loading the Budgeting Worksheet.” Then insert
the disk containing the copy of your work that you wish to use into the appropriate drive
(probably Drive B}, and use the Lotus 1-2-3 FILE, RETRIEVE (/FR) command {o
ratriave this file. o L B
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An Overview of Special Workshest Commands

Like Lotus 1-2-3, the Budget Worksheet is menu-driven. It uses a special set of menus
that only apply to this worksheet to maks it easier to modify and print the Budget
Worksheet as well as io do some other imporiant functions. When you load the
worksheet, this menu system is activated automaticaliy.

Moving betwesen the Budget Worksheet menu system and the regular Lotus 1-2-3
anvironment is simple: '

» When you are In the Budget Worksheet's menus {indicated by a "CMD MENU"
mode indicator in the upper right-hand corner of your screen), (1) you may
simultaneously depress thé CONTROL and BREAK keys, or {2) if the menu
offers you a Quit choice, you may repeat this choice as necessary until the
special manus disappear.

> When you are in the regular Lotus 1-2-3 environment (indicated by a READY
moda indicator in the upper right-hand comer of the worksheet),
simultansously depress the ALT and M keys.

When you first load the workshest, you will always be brought to a body of text
("Welcome to . . ."), and a menu will appsar on the top margin of your screen. This is
the Main Menu. It provides the sight primary choices of functions available with the
Budget Worksheet: Input, Summary, Tax rate, Modify, Print, Quit, Keep, and
Calc.

To make a selection from the Main Menu, you may type the first letter of your selection,
or you may use the right and lsft arrow keys to position the cursor over your choice and
then press the RETURN key. This iatter method has an important advantage: when
you move the cursor over a choice, a brief statement that explains this selection
appears in the next line on the screen.
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The first three choices, Input, Summary, and Tax rate, are basically "finder"
functions. Selecting one of these functions moves you to the funds, summary, or tax
planner sections, respectively, of the workshest; enabling you to-either input newitems
or view the current entries. in addition, these functions will "lock in” {cause to remain in
view on the screen) the column titles in the funds section and the column and row titles
in the tax planner section. Without this "iitles lock” feature, the itles ' would sometimes
disappear from your screen as you move about i these sections; making it-more
difficult for you to keep track of where you are on the worksheet-and thereby slowing
YOUr WOrK. o ' ' -

The next furction, Modify, is used.to change the town name and the year on the - |
printouts and to add or delete funds from the budget. This function is used when the
Budget Worksheet is first acquired and you are modifying it to your own town’s needs,
when you later change the funds you are using, and when you change the budget year
afier having used the budget for a previous year. | o S

The last four functions, Print, Quit, Keep, and Calc, are "housekeeping" functions.
The first of these funictions, Print, allows you 1o print sections of the worksheet. This
may be a single fund, the appropriations and revenues summary, the tax planner, or
the entire budget. Quit takes you out of the Main Menu and puts you into the regular
| olus 4-2-3 environment.  After leaving the Main Menu, you are free to use any Lotus
{-2-3 commands you choose. Keep automatically saves a copy of your work to the
disk in the drive |f this disk already has a file by the same name as your current
workehast. The contents of the "old” file are replaced by the workshest you have just
' devsloped, but the name of the file remains the same. Finally, Cale causes Lotus
1-2-3 1o recaiculate the numbers in yourbudget.-.'l’his function is necessary because
ihe worksheet has been instructed not to recalculate totals until the usergives a-
command. This makes it possible 1o enter numbers quickly because you do not have
. o wait for Lotus 1-2-3 to recalculate after each entry.
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Typical Menu Selection Path

During a typical session, you begin by making any needed modifications to the format
of the worksheet. This is done with the Modify function. Next you usually proceed fo
the Input function. This funciion allows you to sslect the round of the budget‘you are
developing (Found i = Sup@Wiger‘s Tentative Budgst; Round 2 = Preliminary Budget;
ahd Round 3 = Adopted Budget) and to make line-item entries within the various funds.
During the process of making numerical entries, you uss the Cale function to calculate
or recalculate your total estimated expenditures and revenues and to updats the
"CHANGE" columns. As you complete sections of the budget, you use the Print
function to provide you with printouts of your work for your revisw. When a particular
budgeting session is completed, you use the Keep function to quickly save your work
to the disk. lilustration 5 shows the typical menu selection path.

ILLUSTRATION 5: Typical Menu Selection Path During Budgeting Session.

Modity

input Calc LB Print i Kaep
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ivV. DIRECTORY OF COMMANDS

- Now that you understand the basic commands of the Budget Warksheet, you are ready
for an in-depth explanation of all of its commands.

Input _ _
‘When you select Input, you will be taken to a body of text that explains it. The
menu will present you with the following three choices: Funds, Reset, and Quit.

1) Funds Selact Funds after you have entered the correct round number for
the budget you are working on (see below). When you select Funds, you
will be taken 1o the first fund in the workshaet. The program will automatically
lock in the column titles at the top of the worksheet, and you will be left in the
regular Lotus 1-2-3 environment. A prompt in the upper left-hand corner of
your screen will indicate that the key combination of ALT and M will return you
to the Main Menu and ALT and | will bring up a special "Input Help Menu".
This menu provides special additional functions for adding or deleting a line
item, copying numbers from adjacent cells, etc. (A description of the Input
Help Menu appears next.) You are now ready to enter budget figures and
use any Lotus 1-2-3 commands you wish. .

2) Reset When you select Reset, a prompt will appear asking you to enter a
round number.

«  Select 1" if you are working on the Supervisor's Tentative Budget ¢r any
budget work that precedes this round, such as entering last year's actual

figures.

« Select "2" if you are developing the Preliminary Budget.
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+ Select ;‘3" if you are developing thé Final or Adopted Budget. -

The dollar entries corresponding to the round you select will be used to
calculate the "CHANGE" columns and to provide entries in the appropriate
columns of the summary and tax planner sections.

3) Quit Selecting Quit takes you back to the Main Menu.

The Input Help Menu
Atter you have decided to in'put data into the budget and you have entered the
sunds section of the worksheet, you can cail upon another menu to help you
quickly enter line items. With the exception of_the Add line function, these help
foatures are not necessary to coi'n-plete a budget, but they may speed you along
{he budgeting process. The Input Help Menu is activated by (1) simuitaneously
depressing the ALT and | keys and then choosing from the menu or (2) by
depressing the ALT key and the appropriate letter kay'rioted below. To use these
features, move the cell pointerinto the cell where you wish to make a change, and
make one of the following choices:

1) Copy (ALT and C) This function copies the figure from the immediate left to
the call that the pointer is currently occupying and moves the pointer to the
right.

2) Add line (ALT and A) This choice adds a new line to make room for an
additional line item. Put the cursor where you would like the new line item to
appear before you choose this command. The line item currently under the
call pointer will be moved down one line, and an empty line will appear
where the pointer is located. This function automatically puts the appropriate
tormulas into the "CHANGE" columns.
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3) Del line (ALT and D} This function deletes the line the cell pointer Is
currently occupying. You use it to eliminate line iems, either those that were
built into the Budgst Worksheet when you received it or those that you acded.

4) Quit This choice cancsis the Input Help Menu and leaves you in the regular
Locus 1-2-3 snvironment.

Summary |
When you select the Summary command, you are taken to the summary section
of the worksheet and left in the regular Lotus 1-2-3 engironment. Selecting |
Summary also automatically recalculates the worksheei; thus, the figures that you
observe reflact the latest changes entered into the Budget Worksheet.
Simultanecusly depress the ALT and M keys to return to the Main Menu.

You do not make entries in the summary section. If you wish to make changes in
the figures shown here, you must return to the Main Menu, use the Input function
to change your budget entries or round number, and then return 1o the summary
section via the Main Menu. I you wish to add or delete a fund or change a fund
name, you must return to the Main Menu and use the Modify function.

Tax rate
Selecting Tax rate takss you to the tax planner section of the worksheet and also
automatically recalculates the worksheet. The names of the funds you are using
are locked into the first column of the tax planner, and you are left in the reguiar
Lotus 1-2-3 environment. For each fund, the tax planner requires the input of
unexpended balances, ‘total assessed value, and the current year's tax rate in
dollars per thousand; then you use the Calc function or the F9 key so that the
Budget Worksheet recalculates again (ses the explanation of Calc below).
Simultaneously depress the ALT and M keys to return o the Main Menu.
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This function is used when you wish io add your town's name to the worksheet,

changs the year for the budget, oradd or delete a fund. When you first'select

Modify, you are taken to a body of text that iexplains this function. When you are

done a"eaci ing the text, press RETURN to continue. A second explanatory page:will

appeaf and you will be presented with' four-menu choices: Name/Year; Delete
fund, Add fund, and Quit.

1)

2)

Name/Year Selecting Name/Year allows you to add your town's nameto:
{he worksheet and to changs the budget year. When you.select this function,
you will bs taken to a body of text that shows the current name and year
settings. At the top of the screen you will be-given two menu choices, Enter
and Skip. If you have made a mistake-and do not want to ch‘angézthe hame
or vear, select Skip and you will be taken back to the Modify menu. lfyou
would like to change the name or the year, select Enter. The following.
prompis will appear in succession: -

o "Type your town name and press RETURN" -- Type the name of your town
and press the RETURN key. (If you only want to change the year, simply
retype the name of your town and press RETURN.)

s+  "Type the year and press RETURN" -- Type the year for-which you are
construciing the budget and press the RETURN key.

Delete fund This function is used fo delete a fund from the worksheet.
when you select Delete fund, you will be taken to a page that lists allthe
funds currently in the model. The choices Enter and Skip will appear at the
top of vour screen, Select Skip if you do not want to use this function. Select
Enter if you want to delete afund..
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When you select Enter, the ceall pointer wil! move to the top of the funds list.
Uss the up and down arrow keys to move the cursor over the name of tha
fund that you wish to delsts, and then press the RETURN key. The choices -
Quit and Delete will now appear at the top of your screen. Selact Quit if

you do not wish to eliminate the highlighted fund from the budget. Select
Delete if you wish to confirm your decision to delete this fund. |

After you select Delete, there will be a short pause as the computer srases
the fund from the funds section. Next, you will be taken to the summary
section of the worksheet and asked to identify again the name of the fund you
wish to delete from the budget. Use the up and down arrow keys to position
the cursor over the appropriate fund, and then press RETURN. The choices
Reposition and Delete will now appear. If you wish to confirm your choice,
selact Delete. If you selecied the wrong fund, select Reposition and the
computer will again let you movs the cursor. This process must be done
twica: once for the appropriations portion of the summary and next for the
revenues portion.

When you have completed this process, you will be taken back to the Delete
fund text and be presented with the Enter or Skip choices. Select Skip if
you have no more funds to delets. Select Enter if you wish to eliminate
another fund.

Add fund This tunction is used to add a fund to the Budget Workshest.
When you select Add fund, you will be takén to a page where the choices
Enter and Skip will appear. Select Skip if you do not want to use this
function. Otherwise, select Enter. |
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When you select Enter, the following prompts will appear in succession: |

. "Enter name of fund and press- RETURN" -- Type the name of the fund-
and press the RETURN key. 1he name cannol excee 115 letters
program wall automatically drop any ietters that exceed this limit.

« *Enter fund code and press RETURN" -- Type the fund code and pressthe
RETURN key. This code is the letter designatar forthe fund (for example,
the General Fund code is A). | '

When you have finished entering the above information, the following
prompts will appear: Redo and Confirm. The fund name and code will be
displayed on the screen. [f the spelling and code are correct, select Confirm.
if you wish to redo your entry, select Redo-and repeat the above process.

A messags will now appear atthe bottom of the screen instructing you how {o
designate the location where you wish o insert the fund. When you have
read this message, press the RETURN key-and you will be taken to the top of
the funds section. After each fund is a series of WNIIINIHIIININTI marks. Using
the up and down arrow keys, position the cell pointer over one of these marks
where you wish to insert the fund. When you press the RETURN key, the.
c@mputer will aut@matucally build the new fund into the worksheet at this

location and tie it in to the summary and tax planner sections. This takes
approximately two minutes.

When the computer is done, you will again be faced with the Enter or Skip-
thoices. Choose Skip if you are finished and Enter if you wish to add
another fund. You can verify the placement of the fund by reviewing the
worksheet with the Input and Summary functions.
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Print
The Print function is used to print various sactions of the worksheet. The Budget
Worksheet is capabie of printing on standard 8 1/2 by 11 inch paper if the printeris
put into the comprsssad-print mode. Whaen you received the Budget Workshest, it
was set up for compressed print on either an 1BM or Epson printer. This was
acomplished by setting tha printer setup string t6015. I you wish to print in
regular-print mode or if you wish to print in compressed-print mode on another type
of printer, you will have to change your printer setup string. To do this, quit from the
Budget Worksheet Main Menu, and use the Lotus 1-2-3 PRINT, PRINTER,
OPTIONS, SETUP (/PPOS) command io change 10 the appropriate setup string.

When you select the Print function from the Budget Worksheet Main Menu, you
will be taken to a screen that gives an explanation of your printing options. You
may choose to print individual funds, the summary saction, the tax planner, or the
entire Budget Worksheet. When you select Print, your worksheet is automatically
recalculated. Thus, any printouts should reflect your most recent budget entries.
The choices under the Print function are: Fund, Summary, Worksheet, Tax
rate, and Quit. '

1) Fund When you select the Fund option, the cell pointer will move over to
the list of funds on the right-hand side of the screen. Use the up and down
arrow keys to position the cursor over tha fund you wish to print, and press the
RETURN key. The choices Print or Quit will now appear at the top of your
sereen. Align the paper in your printer, and select Print to send the job to the
printer. If you want to cancel your selection, choose Quit.

2) Summary When you select Summary, the choices Print or Quit will
appear at the top of your screen. If you wish to print the summary saction
{both the appropriations and revenues divisions), align the paper in your
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printer and select Print to send the job to the printer. If you wantto cancel
your selection, choose Quit. '

3) Worksheet When you select .Worksheei, the choices Print or Quit will
appear at the top of your screen. If you wish to pririt all of the ’budget,
including the sumfnary and tax planner sections, align the paper in your
printer, and select Print to sendthe job to the printer. {fyou want to cancel
your selection, choocse Quit. This function starts the printing of each fund on
a new page and prints the summary and tax planner ssctions on separate
pages. The cell pointer will highlight the fund being printed at any time during
the print job.

4) Tax rate When you select Tax rate, the choice Print or Quit wiI-I--'appear at
the top of your screen. If you wish to print the tax p]an.ner section of the
worksheet, align the paper in your printer, and select Print to send the job to
the printer. If you want to cancel your selection, choose Quit.

5) Quit This selection returns you to the Main Menu.

Qult
The Guit functich removes you from the Budget Worksheet Main Menu and puts -
you into the regular Lotus 1-2-3 environment and thereby allows you direct access
10 the Lotus 1-2-3 commands. To bring up the Main Menu again, simultaneously
depress the ALT and M keys. )

Keep
The Keep function saves a copy of your current worksheet to the disk. When you-
select Keep, the computer replaces the file on the disk with the file in the computer
of the same name. The name of the file will remain the same, but its contents will
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be different. This is & shortout for the Lotus 1-2-3 FILE, SAVE (/FS) command.
if there is no file with this name on the disk in the drive, you will get an "error
message.” (Also see the comments on the Keep function in the saction of this
manual sntitled "Important Procedures and Concepts.”)

Calc
This selection instructs Lotus 1-2-3 to recalculate the worksheet. it is the same as
using the F9 key on a standard I1BM PC keyboard. Recalculating the worksheet will
update all of the calculated figures of the Budget Worksheet. This function (or the
F9 key) should be used whils you are working in the funds section and want to see
the totals for a particular fund or the effects of the dollar entries you ha\}e made on
the "CHANGE FROM..." and "% CHANGE..." columns. K should also be used inthe
tax planner section after you have made entries in the "LESS UNEXPENDED
BALANGE," "IMPLIED TAX RATE....” and "% CHANGE FROM CUR YEAR"
columns. ‘ |

When you select Summary, Tax rate, or Print from the Main Menu, the Budget
Worksheet will automatically perform a recalculation. Bear in mind, however, that if
you move from the funds section of the worksheet to the summary or tax planner
sections without using the Main Menu, the worksheet will not recalculate. Thus,
you may be looking at figures in the summary and tax planner sections that reflect
your previous work. If this happens, return 1o the Main Menu, and uss it to move to
the summary or tax planner section. it is not advisible to use the F& key in this
situation.
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V. COMPLETING YOUR FIRST SESSION

This section describes a series of step-by-step instructions that provides the most
effective way to begin using the Budgel Worksheet. You should use the “Directory of
Commands" section to determine the specifics of using the commands referred to here.

The Two Major Steps

Conceptually, using the worksheet is easy. There are really only two major steps, and
you will probably use the first one only once each year. |

five funds and fafty line items. These funds and line items are those most

commonly used by towns in New York State. When you begin to use the
worksheet, you should add funds that are used by your town but were not
included in the model and delete funds that were included but are not used by
your town. A built-in program calied Modify helps you complete this process.
To add and delete line items, you will use the Input Help Menu in the

worksheet.

ep. This step can be completad without

* the use of the built-in programs. The Town Budget Worksheet works Just like
any other Lotus 1-2-3 spreadsheet for this step.

When you are done entering the bﬁdget figures, other programs built into the
worksheet enable you to print particular areas of the spreadsheet and to perform
calculations of real property tax raies.
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Modifying the Budget Worksheet

Before you begin to use your Budget-iWorks:h{eét; make your backup copy and'then use
the Budget Worksheet's Print function to print out the entire workshest. This will
enable you to (1) make sure that your printer-is set up properly-and (2) review the fund
and line items already built into the worksheet. '

If the worksheet is not printed correctly, reset ybur%printer settings and try again. You
may need to consult the "Directory: of Commands” and "Help” sections of this manual
and the manual for your printer. B

When the printer is'set up-properly, it-is time to plan-how to mbdify;yeur worksheet.
Some planning ahead at this _po_'int'-an.d use of ‘the procedures below in the order
presented will save you time and assure you of @ properly functioning worksheet.

1) Enter the Modify function of ‘thB-"iB'.l‘.!dQet Worksheet. Proceed to the:point
where you are faced with the menu choices: Name/Year, Add fund, Delete
fund, Quit. - ‘

-2} Select the Name/Year function, and enter your town's name -and the year for
which you are completing the budget.

3) Select the Delets fund function, and eliminate all funds from the.worksheet
that are not in yourtown budget.

4) Select the Add fund function; and:place in the-workshest the funds needed for
your town's budget that were not inclu_ded'i.irn‘the-original worksheet. If your
town has one or more fire districts, you may want to add a fund for each one.
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(See the explanation of your choices for including fire district data under "The
Summary Section” in Section Il of this manual.)

Again use the Budgst Wozrkshe@t‘s Print function to print out the worksheet.
Check the placement, names, and codes of all the funds you inserted. If there
are mistakes, use the appropriate fﬂnctians from those listed above to correct
your workshest. You may wish to again print the worksheet or a portion of it.

When Step 5 is successfully completed, save the modified workshest under a
new name by quitting from the Main Menu and using the Lotus 1-2-3 FILE,
SAVE (/FS) command. You will probably want to save the modified worksheet
on a diffarent disk than your original Budget Worksheet disk {sea "Saving Your
Work During a Budgeting Session” in Section 1 of this manual). it is important
to save your work at this point because you have just finished a group of major
steps in modifying the original workshest. Saving at this point will reduce the
recovery time if aftar this point you make mistakes that cannot be easily

corracted.

Prepare a list of all account titles and accompanying account codes necessary
for the three years of operation you will cover in developing your town budget
worksheet. For example, your list should include the account title of “Town
Board P.8." for "Town Board, Personal Services” and its account code of
"1010.1." Some account titles and codes will have positive budget entries for
only one or two years, but should still be entered.

Next, enter the Input function of the Budgst Worksheet Main Menu, and select
Funds. This will take you to the funds section of the worksheet. One by one,
go through the funds, add to the worksheet the additional account fitles and
codes needed for your town's budget, and delete those already thers that are
not needed for your town. As you do so, you may wish to periodically save your
work to the file created in Step 6 or to a new file.
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As explained in the "Directory of Commands" section, you will use the Input
Help Menu to add and delete lines. ‘If you wish to add a number of adjacent
lines at a time, you may use the Lotus 1-2-3 WORKSHEET, INSERT, ROW
(/WIR) command, and then:copy the formulas for the "CHANGE...".and the "%
CHANGE..." columns-from nearby cells. You will also haveto use the Lotus
1-2-3 RANGE, FORMAT (/RF) command to match the format of the new rows |
with that of the rest of the worksheet. -

If you wish to delete more than one-adjacent line at a time, you may use the
Lotus 1-2:3 WORKSHEET, DELETE, ROW (/WDR) command.

When you are done adding and deleting line items, save your work to the file

created in Step 6 or to the new file referred to.in Step 8. Then print the
workshest again and check your work. lf necessary, go back to the above step

and make corrections.

10) The preceding step is the last one in the modification of your worksheet. ‘But if

you wish to make sure that during the-process you have not inadvartently
altered some of the Budget Worksheet's formulas and programs, you may
check its capabilities with a program called'T;e'ster' ‘before you begin to enter
data into the worksheet. This program automatically inserts figures into your
modified worksheet and prints the resuits. Althoug'h this is not a mandatory
step, it is a good way to assure yourself that your modified worksheet is working

correctly. {Alternatively, you may wish to use your own checking procedures as

you first begin to use the f,u-qu. summary, and tax planner sections to ensure
that your modified worksheet is performing calculations as expected.) To use

“Yester to check your workshest, follow these directions:

a) Start with your modified budget worksheet in the computer. (Retrieve it
from a file if you are picking up from a previous work session.) Select
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Qult to take you out of the Main Ménu. IMPORTANT: You must not have
put numbers into the worksheet yet,

Insert the disk containing Tester into the drive where you loaded your
workshset. § Tester is on the same disk as your modified worksheet, this
step is unnecessary.

Turn on your printer and align the paper.

Position the cell painter in Celi L1 in your modified worksheet.

Enter the following Lotus 1-2-3 commands: FILE, COMBINE, COPY,
ENTIRE FILE ({FCCE). Seleci the fils called Tester.

Position the cell pointer in Cell L3. Enter the following Lotus 1-2-3
commands: RANGE, NAME, CREATE, type in "\T,” and press the
RETURN key twice (/RNC\T <RETURN> <RETURN>).

Simultanecusly depress the ALT and T keys to start the Tester program.
The program will automatically put a set of test numbers into all the funds,
and then print out the results for each round. This will take a few minutes.

Compars your results with the expected results provided in the
"Appendix” to this manual. If they are not correct, you will need to either

‘retrisve your modified worksheet and attempt to correct it or retrieve a

copy of the original Budget Worksheet and work through the modification
process again. After you have completed cne of these alternatives, you

may wish to use Tester again.



Entering Budget Data

After you have completed modifying your spreadsheet and testing its caleulating
abilities, you should go ahead with inputting numbers for your budget.

While inputting numbers you may find it useful to use a titles jock on not only the
column headings but the account titles and codes as well. To do this, simply unlock
the column headings as they are now by using the Lotus 1-2-3 WORKSHEET,
TITLES, CLEAR ({WTC) command. Then go to the top left-hand comer of.the
spreadsheet, position your pointer to the right of the account codes and below the

" column tities, and use the Lotus 1-2-3 WORKSHEET, TITLES, BOTH (/WTB)
command.

As you enter budget data for successive rounds during the budgeting process, make
sure you use the Reset command to update your round number. Remember that the
second set of figures your Budget Worksheet uses to calculate the "CHANGE..." and
the "% CHANGE..." columns come from the "SUPERVISOR'S TENTATIVE...,”
"PRELIMINARY BUDGET...," or "ADOPTED..." columns, depending upon the round
number you select. (See the first page of the "Directory of Commands” section
under input for an explanation of this feature of the worksheet.)

Also remember {0 use the Main Menu to move from the funds section to the summary
or tax planner sections. This will automatically cause the numbers in these sections
to be based upon your latest entries in the funds section.

As you complete and print successive rounds of the budget, you may wish to do
manual checks of some of the numbers to assure yourself that your Budget
Worksheet's calculating féatures are still working correctly and that you have used
them appropriately.
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Vvi. HELP

The Town Budget Workshest has been extensively tested, and substantial effort has

been invested in eliminating "bugs” from the program. Despite all precautions,

however, users often encounter problems with software. This section provides YUU

with guidance for resolving soime of the problems you may encounter when working
| with the Budget Worksheaet.

When you first begin working with the Budget Worksheet, make a backup copy of the
program on another disk and store it in a safe place. There is always a small chance
that you will damagse or lose your criginal Budget Waorkshest disk. [t is somewhat more
likely that you will accidentally alter the original worksheet in ways that you cannot
easily undo. Should these unliikely events occur, your backup copy will allow you to
easily gain access to what you know is a clean copy of the program. if you have to
begin using your backup copy, remember to make a new backup copy.

This same recommendation applies as you begin to modify the worksheet o your own
town's needs. As you complete a major step in the modification process (for example,
eliminating unwanted funds and adding new funds), save acopyioa disk so that if
something goes wrong you do not have to invest much time to recreate your last
correct position. When vou think there is a major problem, do not save your work fo the

disk, Saving it would only create the possibility that at a later time you would
mistakenly retrieve this file and waste time working on it.

On the following pages are some problems you may encounter along with soiutions
that we recommand.
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Problem: ! cant find the Budget Worksheet Main Menu even though the upper right-
hand cormner of my screen shows a READY mode indicator.

Solution:  The READY mode indicator means that somehow you have exited the
Budget Worksheet Main Menu environment 10 the regular Lotus 1-2-3
environment. Simultaneously depress the ALT and M keys to reenter the
Budget Workshset Main Menu.

Problem: | pressed the ALT and M keys simuftaneously to return to the Main Menu,
but nothing happened except that a smali "m” appeared in the second line
of the control panel above the worksheet cells.

Solution:  You have actually pressed the M key slightly before the ALT key. Usethe
BACKSPAGE key to erase the "m,” and then press the ALT and M keys
again. Note: To ensure that this problem does not occur, you can press
tha ALT key first and then press the M key.

Problemn: | had to interrupt the print job, and now my screen says there is a printer
error.

Solution:  When you interrupt a print job, you are removed from the Budget
Worksheet menu system and left in the regular Lotus 1-2-3 environment.
Press the ESCAPE key to clear the error message. Then use the Lotus
{-2-3 WORKSHEET, WINDOWS, CLEAR (WWC) command to unsplit
the screen. Finally, depress the ALT and M keys fo reenter the Main
Menu, and again select Print. ‘

Problem: 1 see two sets of column headings.

Solution:  This problem probably occurred becauss you used the Input function to
get to the funds section and then moved to the summary or {ax planner
section without using the Main Menu. Your use of the Main Menu and the
Input function automatically locked the appropriate column headings in
place. When you moved around the worksheet but did not use the Main
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Menu, you did not activate the instructions fo uniock the headings. To
corract the problem, simultansously depress the ALT and M keys to return
to the Main Menu, and then choose Summary or Tax rate, depending

on which section you wish {0 see.

Problem:

Solution:

§ was moving the cell cursor io the left in the tax planner section, and
suddenly the "CHANGE..." AND "% CHANGE..." columns appeared in the
middle of the screen. .

These columns are from the revenues division of the summary section,
which is immediatsly to the left of the tax planner section. (See fllustration
1 in this manual to refresh your memory on the layout of the Budget
Workshest.) Simply move the cell cursor back to the right until the first
eolumn of figures you see is the "Approp. Adopted...” column of

the {ax planner section.

Problem:

Solutiqn:

i was deleting a fund, and | deleted the wrong name when | was removing
the fund from the summary section.

This is a serious problem, and it is better not to attempt to undo it. I you

saved your work to a previous point to a disk, simply erase the worksheet .

you ars currently working on by using the Lotus 1-2-3 WORKSHEET,

ERASE (/WE) command; then retrleve the file you created sarlier. If you

do not have such a file, use the Lotus 1-2-3 FILE, RETRIEVE (/FR)

command to retrieve the original Budget Werksheet; then begin your work
in. Note: Do.pot save the incorrectly modified worksheet.

Problem:

Solution:

| added a fund in the workshest in a position where | don't want it.

After the program has complsted entering the fund, simply removs it by
using the Delete fund function under the Modlfy command. lfyou
attempted to interrupt the program while it was building the new fund, you
may have altered part of the programming for the Budget Workshest. To
protect yourself against this possibility, (1) do not save your work to this
ooint back to the disk; and (2) erase your current worksheet by using the
Lotus 1-2-3 WORKSHEET, ERASE {(/WE) command, recover from any
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file you have made of your work to an earlier'boint or from your original
Budget Worksheet, and start again.

Problem:

Solution:

When | print the budget, it won't fit on the page.
OR:
When | print the budget, the print is too smali .

When it was delivered to you, the Budget Worksheet was set up to print on
an Epson or IBM narrow-carriage printer. It uses the compressed print
option \015 to produce this effect. If you have a different type of printer, a
ditferent code may be necessary to produce compressed print. If you
have a wide-carriage printer and you do not want to use compressed

print, simply erase the printer code. Both alternatives are accomplished
by leaving the Budget Worksheet Main Menu and using the Lotus 1-2-3
PRINT, PRINTER, OPTIONS, SETUP (/PPOS) command. See your ,
Lotus 1-2-3 manual and your printer manual for details. Note: Make sure
you have loaded your Budget Worksheet befcre you try to change your
printer setup string.

Problem:

Solution:

When | input new numbers info the funds, the column totals don't change.

The worksheet has been set up in manual recalculation mode. Typically,
when you use Lotus 1-2-3, you use the aujomatic recalculation mode -
whenever you enter a number, Lotus 1-2-3 recalkculates the worksheet.
However, bacause of the complexity of this worksheet, if it recalculated
after each entry, you would have to wait each time while Lotus 1-2-3
recomputed the worksheel.

in manuai recalculation mode, Lotus 1-2-3 will only recompute the
worksheet (1) when you press the F-8 key if you are in the regular Lotus
1-2-3 environment; or.(2) when you choose Calc, Summary, Tax rate,
or Print if the Budget Worksheet's Main Menu is visible. Note: The F-8
key appears on IBM PC computers; a different key may be needed on an
IBM PC - compatible computer. See your computer manual for more
details on the function keys. '




43

. Problem:

Solution:

{ just entered figures into the "LESS UNEXPENDED BALANCES" and

*TOTAL ASSESSED VALUES" columns of the tax planner section, but

no changes ocourred In the "AMT TO BE RAISED BY TAX" and "IMPLIED
TAX RATE...” columns.

The figures in these columns will not change until the workshest is
racalculated. This can be accomplished by returning to the Main Menu
(press the ALT and M keys) and then choosing Tax rate again. Nole:
You may also be able to use the F9 key--see the solution to the problem
immediately above.

" Problem:

Solution:

When | look at the funds section, some of the numbers are not formatted
properly--for example, one cell reads "20563" instead of *20,563."

Somsehow the format code for the cell has besn erased. Use the Lotus
1.2-3 RANGE, FORMAT (/RF) command to reformat the cell with the
proper format.

Problem:

Solution:

| locked the titles in the funds section both vertically and horizontally and
tried to add a lins using the Add line choice from the Input Heip Menu.
The formulas for the "CHANGE...” and "% CHANGE..." for this line are in
the wrong columns.

The Add line function {whether activated by choosing Add line or by
pressing the ALT and A keys) will not work properly when the litles are
locked vertically. You can use the ALT and D function to erase this line
and then unlock the titles and add the line again. If you use the Main
Menu during this process, the column headings will again be locked in
place; otherwise they will not. Alternatively, you can erase the erroneous
formulas using the Lotus RANGE, ERASE (/RE) command, and then use
the Lotus 1-2-3 COPY {/C) command io copy the formulas to the correct
locations from a nearby set of formulas.

Problem:

Solution:

I was typing in a fund name, and the computer started entering illegible
formulas, characters, efc., in the cells.

When you were typing in the fund name, you probably intended to use a
capital letter. instead of holding a caps key down, you may have held
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down the ALT key. Thus, when you typed a ietter, you accidently started a
program instead of getting a capital leiter. Depending on the program you
activated, the solution may be as simple as erasing the celi that your '
pointer is currently occupying. | you cannot figure out what effect you
have had on the spreadsheet, recover from the disk. Note: Do not save

the current workshest if you must recover from the disk.

Problem:

Solution:

| tried to use the Keep function, but the computer beeps and funny code
appears on the screen. c .

You tried to save a copy to a disk where no file exists with the same name
as your current worksheet. The Keep function Is set up to save to a-disk
where a file with the sams name already resides. Usethe Lotus 1-2-3
RANGE, ERASE (/RE) command to clean up the cell where the celi
pointer is currently located, and use the Lotus 1-2-3 FILE, SAVE (/FS)
command o save your file. Note: You may want to review the comments
on the Keep function in Section Il of this manual. '

Problem:

Solution:

The formulas in the "CHANGE..." and "% CHANGE..." columns in the
workshest do not seem to calculate correctly.

Make sure that you have entered the proper round number. (See Reset
under Input in the "Directory of Commands” section of this manual.)

Also, remember that when you are working in the funds section, the
figures in these columns will not change until you chooss the Cale
function or activate it automatically by using the Main Menu to move to the
summary or tax planner sections. Note: You may also be able to use the
Fg key--see the comments. on this key in one of the preceding problems.
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you out of the Main Menu. IMPORTANT- You must n,
the worksheet yot, o

5} Enterthe following Lotus commands: FILE, ‘COMBINE, COPY, ENTIRE
FILE (/FCCE). Seloct the file called Tester,

6) Position the cell pointer in Cel L3. Enter the fbllo‘wing Lotus 1-2.3°
 commands: RANGE, NAME, CREATE, lype in "\T," and press the
- RETURN key twice (/RNC\T <RETURNs, <RETURN>), -
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Comparing the Printout to
the Expected Figures

llustration A1 provides expected figures for the funds section for Round 1 that you
should compare to the numbers that Tester prints in the funds section of your modified
worksheet.

he appropriations or revenues division of a fund in your Tester printout has two o
more account titles, compare the numbers-'rester inserted in this division to those
shown in lllustration A1 for the matching portion of the Highway Fund. For example, if
an appropriations division of a fund in your printout has two or more account titles, then
the dollar entries for its first and last account titles should match those shown in the
appropriations portion of the Highway Fund of lliustration A1. The totals for the two
appropriations sections should also be the same.

In the same manner, if the appropriations or revenues division of a fund in your printout
has only one line of data, compare the numbers in your printout for that line to those

shown here for the matching portion of the Fire District "Fund" of lllustration A1. For
example, if the rgvenues division of a fund in your printout has only one line of data,
then that line should have the same numbers as shown in lllustration A1 for the sole line
of data of the revenues portion of the Fire District Fund. The totals for these two
revenues divisions also should be identical. Note that in this case the expected totals
are half the amounts shown for the totals for the Highway Fund except for the "%
CHANGE" figure.

llustrations A2, A3, and A4 show all the possible combinations of numbers that Tester
should generate for the summary and tax planner sections of Rounds 1, 2, and 3.
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ILLUSTRATION Al: Expected Numbers for a Tester Printout for the Funds

Secticn
TOWN OF FORT HOPE Round #: ! 25-Sept-86
1087 BUDGET - DETAIL OF ALL FUNDS
LAST BUDAS SEPT 1  SUPR PREUM-
YEARS MODIFIED AGTUAL TENT. INARY CHANGE % CHANGE
ACTUAL SEPT 1 Y140 BUDGET BUDGET ADDPTEDR  FROM FROM
ACCOUNTS  CODE 1985 1986 1886 1987 1 987_ 1 987_’ B 1986 1886
Appropriations v IGHWAY FUND 1 |
Rapairs P5 DAS110.4 4] 2 3 & 5 8 2 100.0%
Fepairs CE DAS110.4 1] i
improvemenis  DAS112.2 0 A
Miach: EQ DAS130.2 0 A @
Mach: CE DAS5130.4 0 b
Brush & w. DAS140.1 0 s ®
Sno rom PS DaAS142.1 0 b
Sno rem CE DAS142.4 D s ®
Oth gov P& DAS148.1 ] o
Cith gov CE 11A5148.4 0 s 8
Sec sec. [242030.8 0 anhan ®
Hosfmaed ins DASGH0.8 1 2 ] 4 5 8 2 100.0%
Total High. Fund. Approp. 2 4 8 8 0 12 4 100.0%
Hevenues
Ser oth gav DAZ300 7 8 1 13 i5 17 4 44.4%
Il & earmn DA2401 0 whan b
Eq rentsl DA2416 : 0 ke &
CHIPS D350 7 8 11 13 15 17 4 44.4%
Total High. Fund Rev. 14 18 22 26 30 a4 8 44.4%
HRH
Appropiiaiions sesoIRE DIST, FUND
i 2 3 4 g -] 2 100.0%
Total Firg Dist. Appron. 3 2 3 4 5 ] 2 100.0%
Revenues
7 2 11 i3 i85 17 4 44.4%
Totsl Fire Dist, Fev. 7 > i1 13 i5 17 4 44.4%
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ILLUSTRATION A2: Expected Numbars for a Tester Printout for Bound 1 for
_the Summary and Tax Planner Sections . _

TOWN OF FORTHOPE Round #: 1 25-Sept-86
1687 Budget — Appropilation Summary of All Funds
LAST BUDAS SEPT1  SUPR PRELIM-
YEARS MODIFIED ACTUAL  TENT. INARY CHANGE % CHANGE
ACTUAL SEPT1 Y-T-D BUDGET BUDGET ADOPTED FROM FROM
FUND CODE 1985 1988 1988 1987 1987 1987 1985 1986
2A o 2 4 ] 8 10 12 4 100.0%
1A 1 2 3 4 5 & _ 2 100.0%
TOWN OF FORT HOPE
1987 Budget — Revenue Summary of All Funds
LAST BUDAS SEPT1 SUPR PRELIM- :
YEARS MODIFIED ACTUAL  TENT. INARY CHANGE % CHANGE
ACTUAL SEPT 1 Y-T-D BUDGET BUDGET ADOPTED FROM FROM
FUND CODE 1885 1988 1986 1987 1987 1887 19856 1688
2R 14 18 22 28 a0 34 8 44.4%
iR 7 ] 11 13 18 17 4 44.4%
Tax Rate Schedule Round #: 1 25-Sent-86
Summary of Town Budget for 1987
implied Current
Approp. Less less Amtiobs Tetal Tax Rate Tax Rate % Change
Adcpted  Estimated Unexpsnded Raised Asssssed $3 per $% per From
Fund 18987 Revenues Balance By Tax Value  Thousand Thousand Cur Yoar
2A+2R 8 26 3 {21) 100,000 {0.21000) 7.00000 -103.00%
2A+1R ] i3 3 {3) 100,000 {(0.08000) 7.00000 -101.14%
1A+1R 4 13 3 {12) 100,006 {0.12000) 7.00000 -101.71%
1A+2R 4 26 3 (25) 100,000 {0.25000) 7.00000 -103.57%




LLUSTRATION A3: Expected Numbers for a Tester Printout for Bound 2 for
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the Summary and Tax Planner Sections

. 28-0ct-86

TOWN OF FORT HOPE Round #: 2
1087 Budget - Appropriation Summary of All Funds
LAST BUDAS  SEPT 1 SUPR. PRELIM-
YEARS MODIFIED ACTUAL  TENT. INARY CHANGE % CHANGE
ACTUAL SEPT 1 Y-T-D BUDGET BUDGET ADOPTED FROM FROM
FUND CODE 1985 1886 1206 1987 - 987 1987 1986 1986
2A 2 4 6 8 10 12 6 150.0%
1A 1 2 3 4 5 8 3 150.0%
TOWN OF FORTHOPE
1987 Budget - Revenue Summary of All Funds
LAST BUDAS  SEPT 1 SUP'R. PRELIM-
YEARS MODIFIED ACTUAL  TENT. INARY CHANGE % CHANGE
ACTUAL SEPTH Y-T.D BUDGET BUDGET ADOFTED  FROM FROM
FUND CODE 1985 1688 1988 1987 1987 1887 10286 1986
2R 14 18 22 26 30 a4 12 66.7%
iR 7 2 11 k! 18 17 6 66.7%
Tax Rate Schedule Round 2 28-Oci-86
Summary of Town Budget for 1987
Implied Current
Approp, Less less Amttobe  Total Tax Rate Tax Rate °%. Change
Adopted  Estimated Unexpended Raiced Assessed $3 per $5 per From
Fund 1287 Revenues Balance By Tax Vaiue  Thousand  Thousand . Cur Year
28+20 10 30 3 (23) 100,600  (0.23000) 7.00000 -103.29%.
25+1R 10 15 . 3 (8. 100,000  {0.08000) 7.00000 -101.14%
1A4+1R B 15 3 {13) 100,000  {0.13000) 7.00000 -101.86%
1A+2R L3 - 30 3 (28) 100,000  (0.28000} 7.00000 -104.00%
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ILLUSTRATlON A4: Expected Numbers for a Tester Printout for Bound 3
the Summary and Tax Planner Sections

: ' TOWN OF FORT HOPE Hound # 3 18-Mov-86
i 1687 Budget - Appropriation Summery of All Funds

LAST BUDAS SEPT1 SUPR PRELM

YEARS MODIFIED ACTUAL  TENT. INARY CHANGE % CHANGE
ACTUAL.  SEPTY Y-T-D BUDGET BUDGET ADOPTED FROM FROM
FUND CODE 1985 1986 1986 1897 - 1987 1987 1986 1886
24 -2 : 4 8 8 10 12 8 200.0%
1A 1 -2 3 4 5 8 4 200.0%
TOWN OF FORTHOPE

1987 Budget ~ Bevenus Summary of All Funds

LAST BUDAS + SEPT1 SUPR PRELIM-

YEARS MODIFIED  ACTUAL  TENT., INARY CHANGE % CHANGE

ACTUAL SEPT 1 Y-T-D BUDGET BUDGET ADOPTED FROM FROM

FUND CODE 1985 1986 1986 1987 1987 1987 1986 1936

2R 14 18 22 26 a0 4 16 88.9%

iR ¥ 9 11 13 15 17 8 28.9%
Tax Rate Scheduls FRound # 3 18-Nov-86

Summary of Town Budget for 1987
Implied Currant
Approp. Less less Amttobe Total TaxRate Tax Rate % Change
Adopted Estimated Unexpended Raised Assessed $3 per $$ per From

Fund 1987 Revenues Balance dy Tax Valua Thousand Thousand Cur Year
2A+2R 12 34 3 {25) 10C,000  (0.25000) 7.00000 -1063.57%
2A+1R 12 17 3 {8) 100,600  (0,08000) 7.00000 -101.14%
1A+1R 6 17 3 (i4) 100,000  (0.14000) 7.00000 -102.00%
1A+2R 6 34 3 {31) 100,000  (0.31000) 7.00000 -104.43%
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As‘before, in checking your printout figures against the Sum mary sections shown here,

you must keep in mind how many line items thers are (one vs. two or more) inthe
appropriations and revenues portions of the funds that are being summarized by
Tester. For example, in lilustration A2 the first lines of the appropriations and revenues
divisions of thesumma'ry section are for a fund with two or more account titles for both
appropriations and revenues. (Check these numbers against the Highway Fund totals
for appropriations and revenues of lNiustration A1.) The second lines in these same
divisions are for a fund with only one fine of data in both its appropriations and
rsvenues divisions. (Check these numbers against the Fire District Fund totals for
appropriations and revenues of llustration A1.)

To help you keep these distinctions clear, in each of the "Fund" columns of the summary
sactions of ustrations A2, A3, and A4, we have provided abbreviations for these
differant possible combinations of numbers as follows:

« "2A" means that thé appropriations data shown here are what you
should expect for the Appropriations portion of a fund with 2 ot
more account titles; |

« *{A" means that the appropriations data shown here are what you
should expect for an Appropriations portion of a fund with 1 line of
data,

. "oR" means that the revenues data shown hers are what you
shou!d_ expect for a Revenues portion of a fund with 2 or more
account tilles; .

&

"{R* means that the revenues data shown here are what you should
expect for a Revenues portion of a fund with 1 line of data.



For the funds summarized in its fax planner printouts, Tester is designed fo produce
numbers for four different ways that revenues and appropriations divisions of funds can
be combined, depanding agéin on whether these divisions contain one line item or two
or more line items. You must decide which combinations shown in the illustrations you
should try to match to the figures in the tax planner sections of your Tester printout. To
help you do this, we have provided abbreviations for these four combinations in the
"Fund” columns of the tax planner sections shown in the thres illustrations. Thess four

combinations and their abbreviations are as follows:

» A fund with 2 o more
and 2 or more
*2A + 2R");

« A fund with 2 or mors account titles in its Appropriations division

and 1 line of data in its Bevenues division (abbreviated "2A + 1R");

o A fund with 1 line of data in its Appropriaiions division and 1 line of
data in iis Revenues division (abbreviated "1A + 18",

« A fund with 1 line of data in its Appropriations division a!nd Z_Q:
more account titles in its Bevenues division (abbreviated "1A +
2R").

Note that in llustrations A2, A3, and A4 we have not provided the totals for any of the
columns. This is because any totals that we generated here would only by coincidence
match those that Tester generates from your modified workshest. You can, however,
check the totals in your Testar printout for the summary and tax planner sections by
applying your arithmetical skills and your understanding of the relationships among the
columns of the Budget Workshest. If you find a discrepancy in the Tester printout from
what you know should be an expected number for a column total, then it is reasonably
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certain that you have accidently altered one or more formulas or.programs of the
worksheet.

Finaily, in each of your funds, you should check the "CHANGE" columns for ali line

- itéms that are not a first, last, or only line item'in an appropriations or revenues division.
In your Tester printout, these line items should all have "0" entries in the "CHANGE..."
column and ™****.* entries in the "% CHANGE..." column, as shown in lllustration A1,
Again, if you did not get these results in your Tester printout, it is reasonably certain
that one or more formulas or programs of the worksheet have been inadvertently
altered.



