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Visual Cash Focus - User Tip 11 
 
How do I Import Budget and Forecast Data 
 

 
How to import the original budget data for new models and revised 

forecast data (for models that have been rolled forward) 
 
 

The Scenario 
 

After the chart of accounts and profit centers have been set up (refer tip 5) 

the original budget data can be either keyed or imported into the model. 
If starting the model mid year the usual practice is to import the existing 
budget rather than re-key it. This not only saves time and effort but increases 
the accuracy of the data.  
The end result is that VCF should reconcile to the original budget. This is an 

important step since this is what banks and directors will have approved at 
the start of the year and be expecting to see as the forecast result 
comparatives. 

 
For small models it may be more efficient to key the budget data but for 
larger and multi-divisional models we recommend importing the data. 

 
Once the model has been rolled and updated for actual results, revised 
forecast data can be imported the same way. 

 
Often the original budget can be extracted from the ledger system or more 
typically the budget is contained within an Excel spreadsheet. 

 
Suggested Solution – Keying and Importing Budget and Forecast data 

 
1. Keying Budget Data 

 

To manually enter budget data 
• Go to Accounts & Budgets 
• Select a Profit & Loss revenue or expense account 

• Choose “Budget Setup” and confirm the preferred entry or calculation 
method i.e. Amount, Price & Quantity, % or Price per Misc Item 

• Choose the “Budget per Period” tab 
• Choose the appropriate Profit Centre 

• Enter the budget data, use the down arrow to move to the next field 
• Note the right click options for allocating annual budgets and copying 

 
Note that the same process applies to updating forecast data.  

 
During the first rollover the original budget data is copied into a comparative 
data base called Original Budget. The data now contained under Accounts & 

Budgets is the Forecast (see Tip 20 – The Monthly Rollover Process). 
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2. Importing Budget Data 
 

From the main screen use the top left menu options as follows 
 

• Select File, Export/Import, and Universal Import from Spreadsheets then  
 

 
 

Right click data to copy or 
allocate from an annual total 

 

Choose account then 
profit centre 
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• Choose Budgets 

• File Type - select Excel 97 or Excel Worksheet 
• File Name - choose Find the File and then navigate to the budget data file 

 

 
 

• Click “Do The Import”. The software will then report the lines successfully 
imported and those not. 

• “Import Review” to view the results and note any rejected data. 
 

Note if some lines import okay and others do not this indicates that either  
a. The rejected account coded does not exist in the model 
b. The account is incorrectly coded 

 
If no lines are imported, 
a. Check that the spreadsheet is closed (not open) 
b. That the spreadsheet has the correct import format. 

 
To import Budget or Forecast data a format is required 



 

Visual Cash Focus “How to” user tips. 
www.strategicfocus.co.nz 

 

 
3. Budget and Forecast file format 

 
To import Budget and Forecast data from say Excel the spreadsheet should be 
formatted as follows.  

• Column A = the account code 
• Column B = the period reference 1 is the first Budget or Forecast 

period 

• Column C = the Budget or Forecast amount.  
• If Quantity Items are imported put this data in Col D 

 

The following is an example of the format required to import all 15 periods 
simultaneously.  

This format can be achieved using Lookups and macros.  

It is the same for importing data for single or multiple periods. 
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Typically it is easier to format the data as follows with the periods going 

across the page. 
 

 
 

Rather than reformat the spreadsheet to import all periods at once, each 
period can be imported one at a time. Although 12 separate imports are 
required this may be a far easier process than reformatting it. 
In the above example only period 1 will be imported and the remaining 

periods will be ignored. 
To import the next period’s data, the highlighted period 1 column is cut and 
pasted out to the right. The Col B reference is changed from a “1” to a “2”. 
This tells VCF to import the data into period 2. 

To import period 3, the second period’s data column is cut and moved and the 
Col 2 period reference is changed to a 3 etc. 
 

The following illustrates the format for importing period 3 
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When importing budget data there are three exceptions including 

• Interest Received 
• Interest Paid 

• Depreciation 
 

Budget data cannot be imported for these “system” accounts because they 

are designed to calculate the result for you. 
So that VCF will reconcile to the original budget the data for these lines needs 

to be keyed. 

 
Interest Received 

Create an investment account and change the “Budget Setup” to Amount.  

Key or import the budget into the “Budget per Period” Window using the 
investment account code. 

 

Interest Paid (Overdraft) 
Go to the Bank Overdraft account and change the Budget Setup to Amount. 

Key the Overdraft Interest into the “Budget per Period” window or import it 
using the liability account code. 
 

Interest Paid (Loans) 
Go to the Loan account and either set up the load account to calculate the 
same interest and if applicable, principal repayments, or key the interest paid 

into the “Budget per Period” window or import it using the liability account 
code. 
 

Depreciation 
Go to the respective Fixed Asset accounts and change the Budget Setup to 

Amount. Key the depreciation amounts into the “Budget per Period” window 

or import it using the asset account code. 
 

Note that the above are usually one off’s just to allow VCF to agree to the 
already completed budget. 
Once the model has been rolled and updated with actual results, the 

automated calculation functionality should be turned on by adding the 
respective interest and depreciation rates. 
 

Go to Reports- Budget and print the Profit & Loss report to confirm. 


