The BFA Report
Tool

This technical white paper is designed for Spitfire Project
Management System users. It provides details about the BFA
(Budget, Forecast and Analysis) Report Tool, which is a
supplemental workbook in Microsoft Excel used to create a
template file which, in turn, is used to organize the data from
the BFA workbook.
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This white paper provides details about the BFA (Budget, Forecast and
Analysis) Report Tool, which is a supplemental workbook in Microsoft
Excel used to create a template file which, in turn, is used to organize the
data from the BFA workbook.

This white paper assumes you have a basic understanding of sfPMS in
general, and the BFA workbook in specific. If not, please read the
Overview Guide and the Focus on the BEA Workbook guide first.

All documentation referred to within this white paper can be found on the
Spitfire Help menu.

Help Browser x |7
Make a selection:

»

Knowledge Base
KB About Home Dashboard
Tutorial for Home Dashboard

Icon Quick Reference
Overview Guide

Focus Guides

{ * Document and Item Basics
Files and Catalog

Routing

Rl

Alerts and Compliance

Batch Processing

BFA Workbook

Budgets and Period Distribution
Contacts

Doc Templates

Doc Types and Project Workflow
Forecast and Analysis

Manage Dashboard

SOV Billing

System Administration

» Refresh Guide List
» White Papers

¥ Spitfire Online
* SpitfireManagement.com

* Rlanc

This white paper also assumes that you have a working knowledge of
Microsoft Excel.

Note: Changes since the V4.3 documentation appear in bold green
text. Also, icons are shown in size 16 only; larger icons are similar but
not identical to size 16.

Access to the BFA workbook is granted through the PAGE | Excel
Project Budgeting & Forecasting role capability. (For more information
about roles, see the technical white paper Designing User Roles.) You
must have this capability in order to use the BFA Report Writer described
in this white paper.

Spitfire Project Management System V4.5



The BFA Workbook

The BFA (Budget, Forecast and Analysis) workbook is connected to, and
accessed through, the Budget and Forecast documents and the Project
Analysis option off the Project Dashboard. When opened from the
Budget document, the BFA workbook is used to create and revise project
budgets; when opened from the Forecast document, the BFA workbook
is used to create and revise the Forecast At Completion amounts based
on current available information. And when opened from the Project
Dashboard, the BFA workbook is used to review the most current
approved EAC, Actual and FAC amounts. Information about the use of
the BFA workbook is provided in the Focus on Budgets and Period
Distribution and Focus on Forecast and Analysis guides.
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A B I K N 0] S AD 3
1 O e 20072015 Fnatine Managemant 100 A8 Aighis Resansd g
2 DEMO Project Analysis <
3 Northern Lights Office Bldg §
4 GC-003 2
5 Totals as of: 7/28/2015 @ 11:37 AM $750,000.00| $750,000.00 $27,202.50 $575,000.00 $580,000.00 §
6 Filter Show All $750,000.00| $750,000.00 $27,202.50 $575,000.00 $580,000.00 3
Original Current Actual §
Cost Codes Description Revenue Revenue R Oniginal EAC Current EAC Vendor §
evenue 3
7 Budget Budget §
9 00000 Project $750,000.00] $750,000.00 $27 20250 $0.00 $0.00 5
10 00000 REVENUE $750,000.00] $750,000.00 $27,202.50 $0.00 $0.00 >
11 01000 General Conditions $0.00 $0.00 $0.00 $16,250.00 $16,250.00 $
12 01000 LABOR $0.00 $0.00 $0.00 $7,500.00 $7,500.00 2
13 01000 MTRL PERM $0.00 $0.00 $0.00 $0.00 $0.00 2
14 01000 OTHER $0.00 $0.00 $0.00 $8,750.00 $8,750.00 2
15 01700 Contract Closeout $0.00 $0.00 $0.00 $0.00 $0.00 <
16 01700 MTRL PERM $0.00 $0.00 $0.00 $0.00 $0.00 4
17 02000 Site Work $0.00 $0.00 $0.00 $73,875.00 $73,875.00 4
18 02000 EQ RENTAL $0.00 $0.00 $0.00 $5,125.00 $5,125.00 3
19 02000 LABOR $0.00 $0.00 $0.00 $18,750.00 $18,750.00 5
20 02000 MTRL PERM $0.00 $0.00 $0.00 $50,000.00 $50,000.00 by
21 02000 OTHER $0.00 $0.00 $0.00 $0.00 $0.00 3
22 02000 EQ PARTS $0.00 $0.00 $0.00 $0.00 $0.00 2
23 02000 REVENUE $0.00 $0.00 $0.00 $0.00 $0.00 2
24 02000 MTRL EXPEND $0.00 $0.00 $0.00 $0.00 $0.00 2
25 02050 Demolition $0.00 $0.00 $0.00 $0.00 $0.00 2
26 02050 LABOR $0.00 $0.00 $0.00 $0.00 $0.00 3
27 02050 MTRL PERM $0.00 $0.00 $0.00 $0.00 $0.00 2
VAV VNV VYV VAV VT VoV VvV AV VAV VAV VSV APV VeV VoV VAV VYV VY VeV VeV VvV

Columns

The columns in the BFA workbook can be made visible or hidden from
view. In addition, all column titles can be configured. Changes to the
BFA workbook are made through its Setup worksheet. For more

information, see the Focus on the BFA Workbook guide.

Spitfire Project Management System V4.5
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While the BFA workbook gives you some choice in what data is shown, it
also allows you to access template workbooks that gather your BFA data
and create supplemental workbooks. These supplemental workbooks
can display your BFA data in whatever varied and creative ways you
want. For example, supplemental workbooks can include charts, graphs,
logos, and subtotals. The BFA Report Tool described in this paper is
one way to create templates and corresponding supplemental report
workbooks, such as the BFA Basic and Advanced Reports.

To create a supplemental workbook:
1. Open the BFA workbook.

2. Select Supplemental Workbooks from the Spitfire BFA ribbon:
Budget Export Settings

ﬁ Data Worksheet f:ﬂ Division Totals l-EgProjectTotals
ﬁ Setup Worksheet ‘EBI' Eilling Code Totals E Supplemental Workbooks

E] Account Category Totals

WorkSheets - Forms

A dialog box will appear:

R E Sl Analysis and Billing] - ]

Ready

3. Click _J to browse for a BFA template on your computer.
Note: the BFA Report Tool chapter, beginning on page 7
describes how you can create your own template file(s).

4. Click . The supplemental workbook (a combination
of the template file and your BFA data) will open in Microsoft
Excel.

5. Save, print or edit the file as desired. The file is a stand-alone
file, subject to Microsoft Excel functionality. Changes you make
to this file are not reflected back in Spitfire. (See also the BEA

Report Output chapter on page 40.)

Spitfire Project Management System V4.5
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The BFA Report Tool

The BFA Report Tool is a Microsoft Excel workbook used to design the
BFA Basic Report and Advanced Report templates. The template
workbook can then be used to harvest data from the BFA workbook and
create a BFA supplemental workbook with a Basic Report and,
optionally, Advanced Report.

E ——
BFA Workbook + _ = Report Workbook

The Basic Report and Advanced Report worksheets are formatted and
defined through the BFA Report Tool.

Spitfire distributes both a blank (BFA WR Blank.xItm) and a sample
(BFA WR Sample.xltm) template file through ICTool. You will need the
blank template file in order to create your own BFA template workbook.

Planning

Whether you want to create Report worksheets based on an idea of how
you want data to be displayed or you want to mimic a report that you are
accustomed to using, you need to plan what each report will look like.
Using either a piece of paper or software, determine the following for
each report that you want. Minimally, you should plan your Basic Report.

e  Will the report include a logo? Where will the logo be
positioned?

e What will the report name be? How will it be formatted? Where
exactly will it be located?

e What columns of data will be included in the report?

e What will each column be titled? In order to better understand
and find possible columns of data, you can look at the setup
data, as described in the following instructions.

e  Will you need formulas for any columns?

e  Will the report need column totals? Where will those totals be
located?

¢  Will you be using conditional formatting to strengthen the
appearance of your report?

The BFA Report Tool Spitfire Project Management System V4.5
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Headers
Before creating your template workbook, you should check the Setup
worksheet on your BFA workbook to see the Spitfire-default headers of
the columns you will want to use (in case any of them have been
changed).
To review your BFA columns:
1. Open an active Project Dashboard.
2. Select Project Analysis from the Project Options menu:
—
Jun 1, 2007 - Jan 21, 2008
& Refresh Page 3
Date Due V3
£ s0.00|2/2/2000  |2/5/2010, | E Cost Code Maintenance 3
¢ B Project Accounting Maint 3
$  $0.007/28/2015, |8/13/2015, 0 I SEE AR E 5
$ $0.00(7/16/2015  |8/13/2015 Pr0].ect Addre_ss R
$ @ Project Location Map 3
ésaz,oou.un 7/16/2015  |8/13/2015, 5B Competitive Bid Analysis 3
$ $0.00|7/16/2015  |8/13/2015, i 3
PSRRI 58 3
The BFA workbook will open in Analysis mode.
3. Click the Setup tab to get to the Setup worksheet:
[ B R sfBFA1 - Microsoft Excel - olEN
n spitfire B#4 | Fxport  Settings  Acrohat al@oa s
) Data worksheet 3= Division Totals ¥ project Totals 2 show ail (= Groupungreup c¢ & abaut spitfire
% setup worksheet B account Categary Totals B4 Forecast Data Entry F Filter - | i Expand Notes
(B supplemental warkbooks | 4} sen Cost Code
WarkSheets - Forms Filters - Sorts - Display About Spitfire |
| A9 - (2 £| l|
1 A B I [ K [ N [ o [ s AD -
| A | * ot iior e
| 2 |DEMD Project Analysis
| 3 Merthern Lights Office Bldg
| 4 GC-0o3
| 5 |Tolels as of. (1282015 @ 11.37 AM $750,000.00]  $750,000.00 $27,202.50 $575,000.00 $580,000.00 -
| & Fitter: Show Al $750,000.00] $750,00000]  $27,202.50[  $575,000.00] _ $580,000.00)
Original Current Actual
Cost Codes Description Revenue Revenue R Qriginal EAC | Current EAC Vendor
evanue
7 Budget Fiuachrped
[+ 9 [60000 Projoct §750,000.00 ] 72025 !
+| |11 01000 General Condilions .00/ .00 $0.00[  $16.250.00 16,250.00
+| 15 01700 Coniract Closaout 00 00 50.00] 00 !
+| 17 02000 $0.00 $0.00 $0.00[ __$73,875. $73,87
[+| |25 02050 Demaliion .00/ .00 $0.00 .00 .00
|+| | 28 02200 Earthwork 00| 00| $0.00] 00 .00
+ 3002500 |Paving & Surfacing $0.00 $0.00 $0.00 ! n
+| |32 03000 Concrele .00/ .00 $0.00 3.750.00 3,750.00
|+| |35 03100 Concrete Formwork 00 00 50.00] 00 .00
[+ [T |Concrete Reinforcement $0.00 $0.00) m| ]
|+ |39 04000 Masonary .00 .00 $0.00 7.500.00 7.500.00
+| | 42 05000 Matal 00 00 $0.00] 22.500.00 2250000
[+ 45006000 |Wood & Plastics $0.00 $0.00 §0.00[_$123,750.00] _$123,7
+| |49 orooo Thermal & Moister $0.00 $0.00 50, $46,250.00 50.00
JLiL__Ls2 oeoa 5 ~[Doors & Windows e $0.00 stﬁgn’l_ R
Status Bar Step Count: 22 | [ D|C0 E so0s (=) [} om

The BFA Report Tool

4. On the Setup worksheet, right-click the word Setup.
A B | C 4

Pisewp -

A confirmation box will appear.

=

Spitfire Project Management System V4.5



Your Report
Template
Workbook

TIP

The BFA WR Blank.xltm
file is available through
ICTool's View Menu in
the Install Base Folder |
Implementation
Resources | BFA
Supplements folder

The BFA Report Tool
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5. Type Default and click .

—_

= DEMO 4.5.5681.5210

A new row will appear at the top of the Setup worksheet. This
row indicates the Spitfire default headings for all the columns.
These headings are the ones used in the BFA Report Tool.

A B C [5] E F G H2
' S
2 >
: S
4 Recommended Column Headings 3
Cost Description Category Billing Code Costing Unit of F‘m]ecg
Codes Method Measure g
by
5 > 2
3

Cost Costing Unit of
Codes Description Category Billing Code Method Measure Pr0|ec§
6 2
7 >
Y VA AVN

Once your reports are planned, you are ready to create your BFA
template workbook.

To create your copy of the BFA Report template workbook:

1. Copy the distributed BFA WR Blank.xItm file and give your
working template file a new name. (Make sure you retain the
XxItm extension.)

2. Open your newly named template file by using the Open option.

Marmne Date mo
~— 000 onereTm et e
IIlﬁE!Fﬁ'ﬂ.'"."F‘.EH o X
= ew
i1 BFA WR Sz

) . Open
|| BidEstimat -

Note: do NOT double-click on the file in order to open it.

The workbook will open on the Spitfire Agreement worksheet.

Spitfire Project Management System V4.5
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[
Copyright 2009-2015 Spitfire Management, LLC . All Rights Reserved Version - 4.4.10.7

This workbook is an example of what is possible by repurposing the data collected and presented in the Spitfire Project Management application
This workbook is distributed as a courtesy to Spitfire Clients

Spitfire assumes no responsibility for the accuracy of data, presentation of data, no any conclusions that could be drawn from this workbook or the data presented herein

Supplementary Workbooks are NOT covered under Spitfire’s Support and Maintenance agreement

Spiffire offers advanced training and technical support in the fundamentals of Supplementary Workbooks on a fee basis. Please call your sales representative for further details

This message will continue to be presented, at the time of opening, until such time as this workbook is saved with
the terms outlined herein accepted by placing an “X” in the box provided below

Press continue fo proceed with the opening

| accept these terms
Continue |:|

3. Read the agreement then click the % button. The

worksheet will open on the Basic Report worksheet.

4. (if the Column Setup worksheet tab does not appear) Right-click
on the Basic Report tab and select Unhide.

5. Select the Column Setup tab. The Column Setup worksheet will
be made visible.

Column Setup
Worksheet and
the Basic
Report

The Column Setup worksheet allows you to configure the Basic Report
worksheet. Information from the Column Setup is also used in the
Advanced Report worksheet.

Blank

E B T 5] E F G H T T R T >
1 Copyright 2009-2015 Spitfire Management, LLC . All Rights Reserved. 4
2 Show My Titles Use this worksheet to define the columns for the Basic and Advanced report. g
Insert / Remove g
3 Use the drop-down menu on the Column Selection row to select columns - Lsing Spitfire Defaulttitlss [yors mey be different - F so ug’
Clear Entries >
Report Title: ;
4 SortA toZ
Start | Start F 5 H | 1 K L
5 Colurnn | Fow
Project Neme| - Column
5 Title: Selection
Report Title:| B 2 Spitfire Titles
7
FrojectNo:| 3 3 | Your Site Titles
8
This Report
BFA Mode:| 3 2 . P
g Titles
Logon:| 3 1 | Column Format
o
Snapshot .
| 1| Column Width
. ate:
Column Title:| 4 7 User Formula
2
4« » v [BaEsicReport " ( Column Setup ) SpitfreAgreement -~ Open 72 []4 3
T Y A R e e e e e e S A e e A A ATV VPV VN NV eV WV vy Ve v

The BFA Report Tool Spitfire Project Management System V4.5
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Sample
@ =) - 083f23b-22be-4e2d-b066-cdd01 ebd79511 - Microsoft Excel
M e

Home Insert Page Layout Formulas Data Review View Developer Add-Ins

- I | ="Basic Budget Report as of " & TEXT(NOW(), " MM/DD/YYY")
E

F G H 1 J K L
# Copyright 2007-2009 Spitfire Management, LLC. All Rights Reserved.
Show My Tiles Use this worksheet to define the columns for the Basic and Advanced report.
Use the diop-down menu on the Column Selection row to select columns - Using Spitfire Default tites (yours may be different - f so use the column eference as a keyl as

Clear Entries Report Title:([Basic Budget Report as of 01/08/2010

F G J K L " o

Project Mame| Column Projected
Trile: Selection Revenue Budget|

Actusl Cost to

Actiual Revere @Farmula Original EAC Current EAC Date

‘wlarking FAC @Farmula @Farmula @Farmula

Actusl Cost ta
Date

Projected

Reverue Budge: Actuzl Beverus @Farmuls Original EAC Current EAC

Report Tithe: Sp\tﬂre Titles ‘working FAC @Formulz @Formulz @Formulz

Frojected Potual Bevenus + Biled Original EAC Cunent EAC Actuzl Cost o Working FAC ActRev l.o Bud | Bud - Actualte | FAC - Actual o

Project Mo Your Site Titles e Ereke Date Rev date date

This Report Projeated
Titles Fievenue Budast

Actual Costa ActRevioBud | Bud- Actualte | FAC - Actualio

BFAMode: Date WEie Flew 3¢ date date

Actual Revenue . Billed Original EAC Current EAC

Logor: Column Format Marey Maney Percent Maney Maney Maney Maney Percent Maney Maney

Sriapshot Date: Column Width 14 14 14 14 14 14 14 14

Column Tie:[ & 4 User Formula

44 » ¥ | BasicReport— < Advanced Report— (Column SetuE) Row Setup SpitfireAgreement ] |l ]
Ready [ i

Click the button to toggle between two
views: all rows and Cost Code rows only.

083ef33b-22be-4e2d-b066-cdI01ebd70.

Home Insert Page Layout Formulas Data Review ie oeT Add-Ins @ - = x
D6 - fe | =BFADars——
| C o G H | il K L M M (] =
; Northern Lights Plaza n
z GC-003 Basic Budget Report as of 01/08/2010
Revise Budget (000Z) (M,
S| WS2010
1] ipti: Proj; d Actual % Billed | Original EAC | Current EAC | Actual Cost |Working FAC | Act Rev |Bud - Actual |FAC - Actual
DEMO Revenue Revenue to Date to Bud to date to date
4 Budget Rev ¥
5 Tatals
B |T Qo000 Project 750,000 $27.203 3.63% $0 $0 $0 $0 0.00: $0 $0
T A Qo000 REVEMUE 750,000 $27.203 363 30 30 30 30 0.00: 30 30
g |7 01000 General Conditions 0 0 0.00: #16.250 #16.250 #11.618 $535.973 0.00: 4 632 $42.355
3 A 01000 _LABOR 0 0 0.00: $7.500 #7.500 $0 7,500 0.00: 7,500 7,500
oA 01000 _MTRL PERM 0 0 0.00: $0 $0 #11.618 $23.236 0.00: -$11.618 11,618
n A 1000 _OTHER 0 0 0.00: #5,750 #8.750 0 $23.236 0.00: 5,750 FE3236
12 T 01voa Contract Closeout 0 0 0.00: $0 $0 $215 $215 0.00: -$215 $0
13 A 01voa _MTRL PERM 0 0 0.00: $0 $0 $215 $215 0.00: -$215 $0
4T 02000 Siite wiark 0 0 0.00: $73.675 $73.675 21,454 #71,550 0.00: $52.351 #50,056
5 A 0z000 _EQ OWMED 0 0 0.00: $0 $0 #5.500 5,500 0.00: -$5.600 $0
16 A 0z000 _EQRENTAL 0 0 0.00: #5125 $5.125 #1.550 5,500 0.00: $3.575 #7.250
7 A 0z000 _LABOR 0 0 0.00: #18.750 #18.750 $0 #18.750 0.00: $#15.750 #18.750
18 | A 02000 _MTEL PERM 0 0 0.002 450,000 $50.000 10,726 3.800 0.00: $39.274 -$1.926
= 0z000 _OTHER 0 0 0.00: 0 0 17 5,500 0.00: -$17 $8.763
20 A 0z000 EQPARTS 0 0 0.00: 0 0 300 5,500 0.00: -$300 #8,500
21 A 0z000 REVEMUE 0 0 0.00: 0 0 $0 $0 0.00: $0 $0
22 | A 02000 _MTRL EXPEND 0 0 0.00: 0 0 #101 #5500 0.00: -#101 #5633
23T 02050 Demalition 0 0 0.00: 0 0 $6.180 #6150 0.00: -$6.150 0
24 A 02050 _LABOR 0 0 0.00: 0 0 #8575 #5875 0.00: -$575 0
25 A 02050 _MTRL PERM 0 0 0.00: 0 0 $5.305 $5.305 0.00: -$5.305 0
26 T 0zz00 Earthwark 0 0 0.00: 0 0 0 750 0.00: 0 750
27 A 0zz00 _OTHER 0 0 0.00: 0 0 0 750 0.00: 0 750
28 T 02500 Paving & Surfacing 0 0 0.00: 0 0 0 $0 0.00: 0 $0
23 |A 02500 _MTEL PERM 0 0 0.002 0 0 1] 30 0.00: 0 30
30T 03000 Concrete 0 0 0.00: $23.750 $23.750 300 $23.750 0.00: $23.450 $23.450
A 03000 _LABOR 0 0 0.00: #13.750 #13.750 $0 #13.750 0.00: $#13.750 #13.750
32 A 03000 _MTRL PERM 0 0 0.00: #10,000 #10.000 300 #10,000 0.00: 3,700 #3700
33T 04000 asonny 0 0 0.00: $27.500 $27.500 #5650 $27.500 0.00: $26.650 $26,650
34 A 04000 _LABOR 0 0 0.00: #12,500 #12.500 $0 #12,500 0.00: $#12.500 #12,500
35 A 04000 _MTRL PERM 0 0 0.00: #15.000 #15.000 #8550 #15.000 0.00: #14.150 14,150
36T 05000 tal 0 0 0.00: $22,500 22,500 ] $22,500 0.00: $22,500 22,500
3T A 05000 _LABOR 0 0 0.00: #12,500 #12.500 0 #12,500 0.00: $#12.500 #12,500
35 A 0S000 _MTRL PERM 0 0 0.00% #10,000 #10.000 ] #10,000 0.00% $10.000 #10,000
4 4 + #{ Basic Report «dvanced Repo Column Setup - Row Setup -~ SpitfreAgreement - #J[ 4] m |
Ready | 7 5[0 Fs8Ei=— (s

The BFA Report Tool Spitfire Project Management System V4.5



Page 12

Define the Global

Structure
Columns B, C and D on the Column Setup worksheet serve to position
objects on the Basic Report. The values entered into the Start Column
and Start Row identify the top-left position of the object. The numeric
entry reflects the count of columns and rows from the worksheet home
position (Al). For example, Start Column = 2 and Start Row = 2 means
B2. Columns C and D contain defaults that you can choose to keep, if
you like how the default Basic Report is formatted.
If either the Start Column or the Start Row is blank, the object is
considered invalid and bypassed during the creation of the report.
Note: You are not able to change the Start Column and Start Row for
Row Type (C15, D15), CC ID (C16, D16) or Row Description (C17,
D17). This information always appears on columns C, D and E of the
Basic Report.
Row Type distinguishes between a Cost Code (T) and its Account
Categories (A), CC ID displays the Cost Code ID for each BFA data row
and the Row Description is the Cost Code or Account Category
description taken from the BFA'’s data worksheet.
Cost Codes Description
7
9 00000 Project
gzg ‘(,"V%rr'f(t;?]‘é';'t | 10 [oo000 REVENUE
11 /01000 General Conditions
12 (01000 _LABOR
13 (01000 _MTRL PERM
14 (01000 _OTHER
Start Start
3 Column| Faow
Row Tupe 3 5]
15
Report Tool —
Column Setup CCID: 4 =1
15
R
7 Description: s c
Basic Report
worksheet N C i] E
Description
OEMO
4
5 Totals
E T Juu[ufu]u} Project
T A 0ooon REVEMNLE
g T 01000 General Conditions
1A 01000 _LABOR
oA 01000 _MTHL PERM
& 01000 _OTHER

The BFA Report Tool Spitfire Project Management System V4.5
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To define the global structure of your Basic Report template:

1. In C6 and D6, enter the start position for the Project Name Title.

Report Tool
Column Setup N Froject N_ﬁnr;'ue q.
itle:
|

The Project Name Title is taken from A3 on the BFA's Data
worksheet. For example,

| A |
BFA workbook, . oy !
Data worksheet N ; Séﬁwgnw* 25 i
3 |Northern Lights OFfj
And for example, this is how it would show up on the Basic
Report worksheet:
Basic Report \ F1 - S | Northern Lights Plaza

worksheet C &) E E G
P
N,
L Tomevien| R\

2. In K4, enter a Report Title for the Basic Report worksheet, for

example:
& B 5 i] E F ] A J K
Clear Entries
Report Title |i
4 SortA toZ
Starl | Start | - | & | H | | J | £ ‘

3. InC7 and D7, enter the start position for the Report Title that
ou entered in the previous step.

_..1
Report Title:
|

4. In C8 and D8, enter the start position for the Project No.

_...‘
Praoject Ma:
d

The Project No. is taken from A4 on the BFA’s Data worksheet.

For example,

| A |
B Canpist ST SN Fodsi
DEMO

Morthern Lights Offi
GC-003
C
]

> [GC-003

LD B =

The BFA Report Tool Spitfire Project Management System V4.5
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In C9 and D9, enter the start position for the BFA Mode.

The BFA Mode is taken from B2 on the BFA's Data worksheet.

A B
W i SO :m:"ﬁgm Managamant. LLE A Sinhvr Serarad
DEMO Project Analysis

In C10 and D10, enter the start position of the Logon.

Logon: q

-

The Logon is taken from A2 on the BFA’s Data worksheet.
| A |
1 | & Cpmghe 20072005,

2 [DEMO

In C11 and D11, enter the start position of the Snapshot Date.

Snapshat Date:

5
o

The Snapshot Date is taken from A5 and B5 (and also AR1 and
AR?2) on the BFA's Data worksheet.

| A | B
1 | & Comripe SEFF-FOS Spiie Managemens {80 28 Fighes Sosaned
2 DEMO Project Analysis
3 Northern Lights Office Bldg
4 GC-003
5 |Ttnta|s as of 7/28/2015 @ 11:37 AM

A B AR

1 | 9 Counigte SO07-5075 Soaiea Managamans, L5 A Fiahes Basanad 172872015
2 |DEMO Project Analysis 11:37 AM

In F6, select the contents of the first data column that you want
in your Basic Report, for example:

& B 5 u} E F
1 Copyright 2009-21
Z
3 | — @ 1 Use the drop-dow

Clear Entries

4 | — Sot AtoZ
Sitart Sitart

5 Column|  Fow i
P N
Project Mame & 1 Column Projected
& Title: Selection Fevenues Budgey =
Fepart Tile:| & 2 | spitfire TitlES | ean =
T Mon-C0 EAC Revision:
Approved GO EAC Rer
. . Committed 0 EAC Fic
ProjectMo:| 3 2 | Your Site Titles | curaeac
S Pending COz EAC Revi ™)

Note: you will go back to defining your data columns later.

Spitfire Project Management System V4.5
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9. InC12 and D12, enter the start position of the Column Title.
This Column Title refers to the data column you selected in the
previous step. Each subsequent data column in your Basic
Report will be positioned in the next available column.

Note: the minimum allowable entry in these cells is 4.

EDIumnTitIe:l (o] ) 1

C u} E F

'y
1 Toggle View %
2 |GC-003 N ﬁ)
E Ly
Project Analusiz z
3
Description Projected
DEMO Revenue
4 Budqget

10. In D13, enter the start row of the Data you indicated in F6—
“Projected Revenue Budget” in our example. (C13 “Start
Column” will automatically show the same number as C12 in
order to maintain vertical alignment of title and data.)

Dlata Start: (=] @

11. In D14, enter the position of the Total row for the data you
indicated in F6, in the following manner. (C14 “Start Column” will
automatically show the same number as C12 in order to maintain
vertical alignment of title and total.)

o If you enter a positive number, the Total row will appear
exactly on the row you indicated.

o If you enter a negative number, the Total row will appear
after all data rows, followed by the number of rows
specified. For example,

Toatal: B
[ u] E F
TE A 16050 _SUE $0
TTT 16120 ‘Wires and Cables $0
TE A 16120 _SUE $0
T
g0 [Total [ $750,000]

12. In C18, select either Y (if you want to Hide the Worksheet on
Deployment) or N if you do not want to hide the Column Setup
worksheet when the Basic Report template is used to create a
supplemental workbook. If you do not want general users to
have access to this Column Setup worksheet, select Y.

Hide WS on
deployment:

13. In C19, select either Y (if you want to land on opening) or N if
you don't. Y is the default.

Land On
Opening

T

The BFA Report Tool Spitfire Project Management System V4.5
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Columns F through CG on the Column Setup worksheet are used to
define the data columns that you want on your Basic Report.

By default, data columns are listed in the same order as they appear in the BFA
workbook. Click the Sort A to Z button to list them alphabetically and the Sort By
Column button (which then appears) to switch back to the other order.

/ HEport 1e;[Basic BUOYEt REPOTt a5 o UTIUSIZUTU
SotAtcZ _J
F G H J K L M M
CD|Umﬂ Projected Aty al Revenue @Formula Crriginal EAC Current EAC Actual Costio ‘wharking FAC @Farmula @Formula
Selection Revenue Budget| Date
Spitﬂ re Titles g:itguianl EV.:CMC bzl Revenue @Formula Criginal EAC Current EAC ACIUSLE:E?St = ‘wharking FAC @ Farmula @Formula
MNon-C0 EAC Revizion:
Approved CO EAC Rer
Committed CO EAC R -
Your Site THIES | Sarer 4t * luslReverue | % Billed DrignalEAC | CumercBaC | AOMEIbostte |y, gpap | AotPievtoBud | Bud- Actuslo
Fend . Date Few date
cnding G0z EAC Feri ™
This _REpon ezt Actual Revenus > Billed Crriginal EAC Current EAC A Casilin ‘whorking FAC Sl t.o S || Buel=deislim
Titles Fevenue Budget Date Rewi date
Column Format Maney Maney Percent Marey Maney Marey Maney Percent Maney
Column Width 14 14 10 14 14 14 14 0 14
User Formula 0 0 0
iced Report—CColumn SetuE ) SpitfireAgreement .~ ¥ (] »
C u] E F G H | J E L M M
D iption Proj d Actual £ Billed | Original EAC | Current EAC | Actual Cost |Working FAC | Act Rev |Bud - Actual
DEMO Revenue Revenue to Dare to Bud to date
Budqet Rew 3
Totals
T Qooog Project $750,000 $27.203 3.63% $0 $0 30 $0 0,005 $0
A 0ooog REVENLE $750.000 F27.203 .63 $0 $0 0 $0 0.00% $0
T 01000 General Conditions 0 0 0.00: $#16.250 $#16.250 #1615 $53.973 0.00: d B32
A 01000 _LABOR 0 0 0.00: $7.500 $7.500 30 $7.500 0.00:; 7500
A 01000 _MTEL PERM 0 ] 0.00: $0 $0 #1613 $23.236 0.00:; -$11.613
A 01000 _OTHER 0 0 0.00: $8.750 $8.750 30 $23.236 0.00: 8,750
T 01700 Contract Closeout 0 $0 0.00:; $0 0 $215 #2135 0.00:; -$215
& 09700 _MTEL PERM 0 $0 0.00:; $0 0 $215 $215 0.00: -$215
T 0z000 Siite Wwfork 0 0 0,00 FP3ETS $73.875 #2494 $71.550 0,005 $52,381:|]
A 0z000 _EQ OWNED 0 0 0,005 0 0 $,600 #8.600 0.00% -$8.800
A 02000 _EQRENTAL 0 0 0.00: 5,125 $5.125 $1.550 ¥5.600 0.00: #1573
A 02000 _LABOR 0 0 0.00:; $18.750 $18.750 30 $18.750 0.00:; $18.750
A 02000 _MTEL PERM 0 ] 0.00: $50.000 $50.000 10,726 $8.800 0.00:; $33.274
[l 02000 _OTHER 0 $0 0.00: $0 0 17 #5800 0.00: -$17
& 02000 EQIPARTS 0 $0 0.00:; $0 0 $300 ¥5.800 0.00: -$300
& 02000 REVENLE 0 $0 0.00:; $0 0 $0 $0 0.00: $0
A 0z000 _MTREL EXPEND 0 $0 0.00: $0 #0 101 #8.600 0.00% -§101
| » »_Basic Report >—Advanced-Report— Column Setup - SpitfireAgreement -~ ¥ [ m |
If you followed the previous instructions, you will have already selected
TIP your first data column in F6 (Column Selection). When you select a
If the Column Setup data column in row 6, the corresponding Spitfire Title on row 7 will be
worksheet is visible after filled in automatically.

the supplemental
workbook (report) is

launched from the BFA

workbook, row 8 (Your

Site Titles) will be filled
in automatically with the
column titles from the

BFA workbook.

The BFA Report Tool

Note: the first choice in the Column Selection drop-down is @Formula,
which identifies the column as one that displays the results of a user-
defined formula. Whenever you select @Formula on row 6, you will be
able to enter the formula on row 12. If no formula is entered, the column
will remain blank and act as spacing (using the column width) in the
report.

Spitfire Project Management System V4.5



We recommend that you
use the IFERROR(your
formula, default)
function to ensure that
your report doesn't
display errors based on
incorrect or missing data,
such as dividing by zero.

The BFA Report Tool
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To define your Basic Report columns:

1.

In F9, enter a Title for the data column on This Report (i.e., the
Basic Report). If no title is entered, the title from row 8 (which is
taken from the BFA workbook) will be used.

Note: if you select @Formula on row 6, you should enter a title

on row 9.
A E C [n] E F
-
This Repor‘t Projected Feveriue
BF A Mode: 3 2 .
. Titles Byt
) s
5 u] E F G
Ty
1 Toggle View % N
z GC-003 a _'_{’;'
Bl
Praject Analysis z
, J
Description I Projected Actual
OEMO Revenue ) Revenue
4 h_ Budget
= Tatals
6 T 00000 Praject 750,000 $27.203
T A 00000 REVEMNUE $750,000 $27.203
g T 01000 General Conditions $0 F0

In F10, select the Column Format to be used in formatting the
data in this column. The default is Text.

i) =] C [n] E F
| |
Logon: 3 1 Column Format
10 M
S hot .
) "a':;“at:: 14 1| Column Width {jois
Date

Percent
Cither

F B P, TV P | L om e s wmimmn o lom,

Note: “Other” is used to transfer the column/cell format to the
worksheet level.

In F11, enter the Column Width for this column. If no width is

entered, 15 will be used by default.
A E [ D E F

1 ‘ : ‘cmumnWidtﬂ @

Leave F12 alone unless your Column Selection on row 6 is
@Formula and you want to enter a User Formula.

Snapshot
Date:

11 ‘

Notes about Formulas: You can use any of the standard
Microsoft Excel functions for your formula. However, the formula
can rely only on data in other columns on the same row.
Constants contained within the formula or directed to an absolute
cell reference also work providing the value in the absolute cell
reference is present in the deployed report workbook. If the
formula references a column to the right of its current position,
enter the formula after the desired column is defined. You can
also use the point and click method in Microsoft Excel to create
your formula, provided you point and click only on columns in
row 12.

Spitfire Project Management System V4.5
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H12 - J= (=IFERROR(G12/F12,0])
E F G H
b
Column Width 1
1l
User Formula b 0
=

It is not mandatory to enter a formula for each @Formula
column. You can force an empty column in your Basic Report by
leaving the The Report Titles and User Formula rows blank.

Go to column G to define your next data column in your Basic
Report. Enter or select information on rows 6 — 12 as described
in these instructions.

Continue to define as many data columns as you desire, in the
same manner.

You can add logos, graphics, results fields, or text directly in the Basic
Report. What you add to the worksheet remains in the report template
and is visible in the BFA Report workbook.

For example, if you add your logo in the upper left corner of the
worksheet, it will appear there in your output/printout.

z GC-003

Project Analysis

Home Insert Page Layout Formulas Data Review View Developer Add-Ins
C3 - | Jx | Project Analysis
5 u] E F [} H

Northern Lights Plaza

Basic Budget Report as of 01/08/2010

1E2010
Description Projected Actual % Billed | Original EAC | Current EAC | Actual Cost |Working FAC
DEMO Revenue Revenue to Date
Budget
Totals

0oooo Project $750,000 $27.203 3.63% 0 $0 30 $0

Qoooo REVEMUE 720,000 $27,203 .63 30 $0 30 0

01000 General Canditions 30 $0 0.00: $16.250 $16.250 $11.618 $53.973

01000 _LABCOR 30 $0 0.00% $7.500 $7.500 30 $7.500

[Shin REN R R HE
(=

The BFA Report Tool

Conditional Formatting

The use of conditional formatting can provide significant format value to
an otherwise drab worksheet of facts. You can choose conditional
formatting at the worksheet, cell and cell range level.

To conditionally format the Data rows:

1. Go to the Basic Report worksheet (click on the tab).

4 4 » le Column Setup

SpitfreAgreement

2. Find your first data row (as defined in D13 on the Column Setup
worksheet).

Spitfire Project Management System V4.5



Page 19

3. On this row, locate the appropriate column to contain the
conditional formatting information.

4. Click on Conditional Formatting on the Styles part of the Home

ribbon.
BFA Report Samplexit w}
'|— - Home Insert Page Layout Formulas Data Review View Developer Add-Ins

== Cut Sl= |
j & Cu Verdana (10 -~ [AAE|E= §||W/'| =1 Wrap Text General @ *;j,‘ #‘a
2 = == &g o0 ool c d':; || Format
aste ) B I U -||& = =||:iE £i=|| = Merge & Center ||| $ - % 9 ||Tg s0| || Conditional| Forma

- J Format Painter = = - > | |Formatting ~|as Table = !

Clipboard (F Font (F Alignment (F MNumber (F Styles
DESCRIPTION

Totals

o) —1|m | £ |

5. Select your conditional formatting. When data rows are added
during the creation of your Basic Report, all rows will inherit the
profile and be formatted accordingly.

Review the Basic
Report

The only way to find out if your data appears the way you intend it to
appear is to use your template.

1. Save your work and close the workbook. Provided you opened
the workbook as a template, it will save as a template (.xItm) file.

2. Goto a Project Dashboard in sfPMS.

3. Open the BFA workbook in the appropriate mode (from a Budget
document, a Forecast document or from the Project Options
menu).

4. Select Supplemental Workbooks from the Spitfire BFA ribbon:

Spitfire BFA Export Settings

ﬁ Data Worksheet f:ﬂ Division Totals @ijectTotals
ﬁ Setup Worksheet ‘Ei‘ Billing Code Totals ‘-':, Forecast Data Entry

Ej Account Category Totals E Supplemental Workbooks

WorkSheets - Forms

5. On the dialog box that appears, click J at the Using Template
field to find your newly created BFA Report template on your
computer.

6. If the Spitfire Agreement appears when your report workbook
first opens, click the Continue button. The Basic Report
worksheet will then appear.

7. Look over the report worksheet carefully, checking for correct
data in each column and ensuring that it is formatted as you
designed. If you find mistakes, jot them down. You will make
changes back in the template file, not in this report file.

8. Close the report workbook without saving it.

The BFA Report Tool Spitfire Project Management System V4.5
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The date you create

the report worksheet
cn abooar noxt ta S T e == ==

the report t|t|e ayout Formulas Data Review View Ddgloper Add-Ins @ - = x
- ﬁr| Project Analysis ¥
C i] E F G H I ] K L [ ] [1] =
e - E
; Toggle view Northwegn Lights Plaza =
z GC-003 | Basic Budget Report as of 01/08/2010
Project Analysis
3 182010
Description Projected Actual | % Billed | Original EAC | Current EAC | Actual Cost [Working FAC | Act Rev [Bud - Actual [FAC - Actual
DEMO Revenue Revenue to Date to Bud to date to date
4 Budget Rev
5 Totals
E T 00000 Project $750.000 $27.203) 3.63 0 #0| 30 0.00:% #0| 0
T 00ago REVENUE $750,000 27,203 3.63% #0 +0| 30 0.00:2 +0| #0
8 [T 0000 General Conditions 0 0] 000 #16.250 $TLEE $53.973 0.00: 4,632 $42.355
3 A 01000 _LAEDR 0 0 0.00: #7.500 #0| #7.500 0.00:% 7.500 7.500
o A 01000 _MTEL PERM 0 [i] 0.00z $0 11,615 $23,236 0.00:4 -$11.615] 11618
n A 01000 _OTHER 0 ] 0.002 #6.750 #0| #23,255 000 5. 750 423,256
2 T otron Contract Closeout 0 0 0.00: 0 215 215 0.00:% -$215 0
13 A ofron _MTRL PERM 0 [i] 0.00z $0 215 $215 0.00:4 -$215 #0
" T 02000 Siite wiork 0 0 0.00 73,875 $21,494) 471,550 0.00: 52,351 450,056
1B A 02000 _EG OWHED 0 0] ooo 30 +8,800) 38,800 0.00: —$5.500] 30
B A 02000 _EQRENTAL 0 [i] 0.00z $5.125 1,550 $8,500 0.00:4 $3.575] $7.250
17 A 02000 _LABDR 0 0 0.00 #18,750 #0| #18,750 0.00: #18. 750/ #18,750
1B A 02000 _MTAL PEAM 0 0] ooo $50.000 $10,726, 38,800 0.00: $39,274) #1926
RS 02000 _OTHER 0 [i] 0.00z 0 #17] 8,500 0.00:% Ean 5,783
20 A 0za00 EQPARTS 0 ] 0.00 0 300 #8,500 0.00:2 -$300] #3500
21 A 02000 FEVENUE 0 0] ooo 0 0 30 0.00: 0 30
22 | A 02000 _MTRL EXPEND 0 [i] 0.00z 0 101 $8.500 0.00:% -$101 5,633
23 T 02050 Demalition 0 [i] 0.00 0 #6,150 $6.150 0.00:2 -$6,180) 0
24 h 02050 _LAEOR 0 0] 000 0 3675 $675 0.00: 3675 0
25 A 02050 _MTRL PERM 0 [i] 0.00z 0 +5,305] #5305 0.00:% -$5.305] 0
26 T 0zz00 Earthwork 0 [i] 0.00 0 0 $7s0 0.00:2 0 $750
27 A 02200 _OTHER 0 0] 000 0 0 £750 0.00: 0 £750
25 T 02500 Paving & Suracing 0 0 0.00: 0 0 30 0.00:% 0 0
23 A 02500 _MTRL PERM 0 [i] 0.00 0 0 30 0.00:2 0 #0
a0 (1 03000 Concrete 0 0] 000 $23.750 $300 $23.750 0.00: $23,450) $23.450
3 A 03000 _LAEDR 0 0 0.00: #13.750 #0| #13.750 0.00:% #13.750] #13.750
32 A 03000 _MTRL PERM 0 [i] 0.00z #10,000 300, #10,000 0.00:4 43,700 $3,700
3T 04000 lasonmy 0 0 0.00 27,500 850 27,500 0.00: $26,650) $26,650
34 A 04000 _LAEDR 0 0 0.00: #12.500 #0| #12.500 0.00:% #12,500| #12.500
35 A 04000 _MTRL PERM 0 [i] 0.00z #15,000 $850) #15,000 0.00:4 14,150 $14.150
36T 05000 letal 0 0 0.00 22,500 #0| 22,500 0.00: 422,500 22,500
3T A 05000 _LAEOH 0 0] ooo #12.500 0 #12.500 0.00: +12,500) $12,500] &
H oAb H Bas:cRepoD—Advanced—RW Column Setup SpitfireAgreement L] Jj | 0
Ready | |\ﬁ|ﬁ| 1| 75% (=) 0! G |

Edit the Basic
Report
1. Locate your BFA template workbook on your computer. It should
have an .xIltm extension.

2. As before, choose to Open it. (Do not double-click to open it.)

A T

When it is ready for use, i21] BFEA WR BI

you should _upload the 1] BFA WR Sz

template into Spitfire so || BidEstimat

that all your users can ifEy

select it (see page 37). 3. Make your changes on the Column Setup worksheet.

4. Save your template workbook.
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The Row Setup worksheet is used to define the Advanced Report. The
Advanced Report is optional. You can use the Row Setup worksheet as
a means to control the presentation of the rows of BFA data similarly to
how you control the presentation of the columns by using the Column
Setup worksheet. The Advanced Report can be configured for multiple
tier subtotaling and rollup. If you do not need to define the Advanced
Report, skip to the chapter on the_Template tool on page 37.

Eda-o-al BFA WR Blankxtm - Microsoft Excel - oiEl
ot o = ows B c@osn
b1l - & Tl
A B C [} E F G H 1 J K L M L} -~
1 Row Titles and Configuration
2 | Copyright 2009-2015 Spitfire Management. LLC . All Rights Reserved
3 This worksheet pravides input to the VBA code for the layout of the Report
4 Mote: Finding ten (10) consecutive emply Descnpbon el indicates end of report. | ‘|Eraemrmmo'row - "A” rows, Y™ with compare total row.

Insort Row | Remows Row | Clear Entries | Report Tite
Print | Sum |Header Spacing Cost] Use BFA for
Section Description Row Type | o || Cost Code Range (Start) | Cost Code Range (End) | Include detail mcml:l Detailed
(i Description
T 1
8 z
9 3 1 Creates a header row Colu
10 4 ] Creatos & header row Cohi
n 5 Y Greates a Sublotal row Cok
12 [ 1 " Croates a Sublotal row Colt
13 T Y Creatos a saction header 8
14 -] | N Creates a header and sublc
15 ] Nothing
16 10
17 1
18 12
19 13 Stiart Column | Start Row
20 14 Project Name Title:
21 15 Report Title:
22 16 Project No:
23 7 BFA Mode:
24 18 Logon:
25 19 Data: 1
2% 20 Column Title
27 2 Duata Start: ]
28 2 Hide on
2 #3 Land On Opening
30 24 1 | Subtotal s ]
31 25 1 | Grand Total [
4 4 v ARG AU Cobire Setip BFADS | BRAPOMCDOE  SotfreAgreemet  Dpen 1D O] _ »
Satup Complele HE O 00w (- L +
Sample
& d - - Als BFA WR Blankxtm - Microsoft Excel = 1=
Home Insert Page Layout Formulas Data Review View Acrobat < e o @ &8
K9 - Ely v
A B E F G H J K -
1 pw Titles and Configuration (=]
2 |Copyright 2009-2015 Spitfire Management, LLC . All Rights Reserved.
3 This worksheet pra code responsible for formatting the layout of the Advanced Report worksheet.
4 Note: Finding ten (10) consecutive empty Description fiel WEnter "X" for Auto Total - "A" rows, "Y" with compare total row. |
Insert Row Remove Row | Clear Entries Report Title
Sum | Header Spacin Display Cost BB ElHLEr
Section Description PACING | ¢ <t Code Range (Start) | Cost Code Range (End) | Include detail pay Detailed
Level Above/Below Code ID s
6 Description
7 1 CSl Codes A 1,2
8 2 Sorted by the CSI level B 1,0
9 | 3 Detail description from BFA C 1,0 XX% Group: N Y Y
10 4
1 5] CSl Totals A 2,0
12 6 -
1 4 + ¥ ['Advanced Report  Sort Report ~ Column Setup = Row Setup -~ Sort Setup - BFAData BFAProjectData SprtﬁreAdﬂ 4 il »
Startup Complete | \E]@ 100% (=) L (+)

The BFA Report Tool
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Advanced Report (Output)

(083ef33b-22be-4e2d-b066-cd901ebd79511 - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Add-Ins '9) - o x|
F82 v I | =SUMIF{SCMS6:SCM580," A", SFS6:5F580) ¥
A& BC [u] E F [E] H | J K L ] M o
1 Morthern Lights Plaza
GC-003 Advanced Budget Report

Flevise Budget (O002] (M)

Ws12010

DESCRIPTION Projected Actual % Billed Original EAC Current EAC  Actual Cost Working FAC  Act Rev Bud - Actual FAC - Actual
DEMO Revenue Revenue o Date to Bud 1o date 1o date

4 Budget Rew 2
]
5]
7 |C51Codes
g
9
10 Sorted by C5l level
1 Group: 00
1z 0 Project $750.000 $27.203 3.63% $0 $0 $0 $0 0.00: $0 $0
13 Subtotal 00 $750.000 $27.203 $0 $0 $0 $0 0 0
4
15 Group: 01
& 000 General Conditions 0 $0 0.002 16,250 #16,250 #1618 $53.973 0.00 $4 632 42,355
17 1700 Contract Closeout $0 $0 0.003 $0 $0 3215 $215 0.00: —$215 $0
18 Subtotal 01 0 0 $16.250 $16.250 $11.833 $54.188 4,417 $42,355
13
20 Group: 02
21 2000 Sive work 0 #0 0.002% $73.875 $73.675 $21,434 #71.550 0.00: $52.381 $50,056
22 2050 Demalition 0 $0 0.00: 0 30 #6150 $6.130 0.00 -$6.180 $0
23 2200 Earthwork #0 0 0.00x #0 $0 $0 #750 0.00x #0 750
2d 2500 Paving & Surfacing $0 $0 0.003 $0 $0 $0 $0 0.00: $0 $0
25 Subtotal 02 0 0 $73.870 $73.870 $27.674 $76.460 $46.201 $50,806
26
2T Group: 03
28 3000 Concrete 0 $0 0.00: $23.750 $23.750 $300 $23.750 0.00 $23.450 $23.450
23 Subtotal 03 $0 %0 $23.750 $23.750 $300 423,750 423,450 $23.450
30

M4 M —Bmc-ﬁewt—m Column Setup Row Setup SpitfireAgreement ¥2 II! !
S —

Ready S

Define the Global

Structure

The BFA Report Tool

Average: $470,763  Count:8  Sum: 53,766,106 |||E8 [O] [} 75% (=)= )=

The Row Setup worksheet allows you to structure the Advanced Report
worksheet from a row layout point of view. You can define multiple
header and subtotal rows on the Advanced Report worksheet and
indicate how rows should be grouped.

When you gather data from the BFA workbook, the Advanced Report
worksheet organizes the rows of data according to your specifications.

Note: The row setup in the Advanced Report is linked to the column
setup in the Basic Report. For this reason, column setup in the Basic
Report must be completed before the Advanced Report is configured.

Columns L, M and N between rows 19 through 31 on the Row Setup
worksheet position objects on the Advanced Report. The values entered
into the Start Column and Start Row identify the top-left position of the
object. The numeric entry reflects the count of columns and rows from
the worksheet home position (Al1). For example, Start Column = 2 and
Start Row = 2 means B2. These cells contain defaults that you can
choose to keep, if you like how the default Advanced Report is formatted.

If either the Start Column or the Start Row is blank, the object is
considered invalid and bypassed during the creation of the report.
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To define the global structure of your Advanced Report template:

1. Go to the Row Setup worksheet on your BFA template
workbook.
Note: if the Row Setup tab is not visible, right-click on any tab,
select Unhide from the menu, then select Row Setup.

2. In M20 and N20, enter the start position for the Project Name
Title.

| Project Name Ttile:

The Project Name Title is taken from A3 on the BFA's Data

worksheet. For example,
| A |

1 & oo SEF 2015 St

2 DEMO Revise

3 [Northern Lights Office Bldg

F1 - [ 5 | Morthern Lights Plaza

AlE C u] E F !G
1

3. In G5, enter the Report Title for your Advanced Report.
A B F G

es and Configuration
Copyright 2009-2015 Spitfire Management, LLC . All Rights Reserved.

This worksheet proponsible for formatting the layout of the Advanc
Note: Finding ten (10) consecutive empty Description fiek Ene

Insert Row | Remove Row | Clear Entries | Report Tl {Advanced Budget Repo
=]

When the Advanced Report worksheet is created, this name will
be placed on the report as the page header.

4. In M21 and N21, enter the start position for the Report Title that
you entered in the previous instruction.
Report Title:

E2 \a f | Advanced Budget Report
A[EB[C D E F G

ERrR CIE

1

GC-003
: I S
=

5. In M22 and N22, enter the start position for the Project No.
| Project o1 7
The Project No. is taken from A4 on the BFA’s Data worksheet.
For example,

I A I
W i S-SR S
DEMO
Morthern Lights Offi

GC-003

LD P =

A4 B C

|GI:!EIEIS
L |

-
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6. In M23 and N23, enter the start position for the BFA Mode.
| BFAMode:) 3 | 3 3
The BFA Mode is taken from B2 on the BFA's Data worksheet.
A | B
1 | & Capminhe TS0 Spine Manamament, L1678 St Femaned
2 DEMO |Project Analysis

7. In M24 and N24, enter the start position of the Logon.
| Llogon:k__ 3 | 4
The Logon is taken from A2 on the BFA’s Data worksheet.
| A !
1 | @ Copominie 002015 S
2 |DEMO

8. In M25 and N25, enter the start position of the Snapshot Date.

| Snapshot Date: |12 | SE

The Snapshot Date is taken from B5 (and also AR1 and AR2) on
the BFA’s Data worksheet.

A

B

1 | & St SOTFE015 Gotie Management 1L M inhes Fesenad

2 |DEMO Project Analysis
3 |Northern Lights Office Bldg
4 GC-003

5 |Totals as of: |8!3!2015 @ 12:59 PM

A B AR
1 | & Capminhe 72015 Spdine Manamament, L8678 St Fomaned &8/312015
2 |DEMO Project Analysis 12:59 PM

9. In N26, enter the row position of the Column Title. All column
titles (which are defined on the Column Setup worksheet) will
appear on this row.

Column Title:

A[B|C i] B F G H | J
1 Marthe
2 GC-003 Advanced Budget Report
5 Project Analysis

DESCHIPTION Projected Rowal ¥ Dilled Orniginal CAC Curent £
DEMO Revenue Revenue

4 Budaet
5

10. In N27, enter the start row of the Data. The data is defined in
columns A through K on the Row Setup worksheet (see page
29). Note: the start row for the data can be influenced by what
you enter in column F (see page 29).

| Datastart]  |C T
F=5c_ o T ¢ T *f T & I]

1
5 GC-003
3 Revise Budget (0002] (M1
DESCRIPTION Projected Actual
DEMO Revenue Revenue
4 Budget
5
[}
7 £S5l Codes
g
3
10 Sonted by CSllevel
1 Group: 00
12 0 Project 750,000 $27.203
13 Subtoral 00 $750.000 $27,203

The BFA Report Tool Spitfire Project Management System V4.5
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11.

12.

13.

14.

15.

Page 25

In M28, select either Y (if you want to Hide the Worksheet on
Deployment) or N if you do not want to hide the Row Setup
worksheet when the template is used to create an Advanced
Report worksheet. If you do not want general users to have
access to this Row Setup worksheet, select Y.

Hide on Deployment: Y -

N
Note: if the Row Setup worksheet is visible on the generated

Report workbook, the - and - buttons will

be available on the Advanced Report worksheet (see page 40).

In M29, select Y (if you want users to land on the worksheet
when opening) or N if you do not.

Land On Opening N E
v

AR

In M30, select Y (if you want the subtotal lines to be underlined)
or N if you do not. If Y, select S for single line or D for double line
in N30.

Subtotal Underline| Y 1 s |-
o —
In M31, select Y (if you want the grand total line to be

underlined) of N if you do not. If Y, select S for single line or D for
double line in N31.

Grand Total Underline| Y 1 D |-
S

In G4, indicate if you want special total rows to be included at the
end of the report.

A B G

iguration
Copyright 2009-2015 Spitfire Management, LLC . All Rights Reserved.

EET N

Note: Finding ten (10) consecutive empty Description fiel

This worksheet prgatting the layout of the Adva

o Type X if you want the workbook to create a row with a
Sumlf formula. You can then compare your total with
the report’s total to see if they match.

CSl Totals $774,070 $27.203

Project Total | $774.070 $27.203

Note: you must have at least one Subtotal row with a
Sum Level of “A” in order to calculate the total. (See
page 26.)

0 Type Y if, in addition to the above row, you want the
workbook to create another row with the total from the
Basic Report. You can then compare your total with the
Basic Report’s total to see if all the data is included in
the Advanced Report.
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CSl Totals $774,070 $27.20]

$774.070
$774.070

$27.20]
$27.20]

Project Tatal ]
Project Total Compare

Leave this cell blank if you do not want either of these
total rows at the end of your Advanced Report
worksheet.

The rows in the Row Setup worksheet are used to define the rows in the
Advanced Report worksheet. You can define three types of rows:

e H—Header row

e S — Subtotal row

e D — Detail row

Understand Sum

Levels
In order for grouping and subtotaling to work correctly, each header row
must have a corresponding subtotal row with the same Sum Level. The
Sum Level indicates what information is to be grouped or totaled. Sum
Level A adds up all Sum Level B totals within its “bookends.” Sum Level
B adds up all Sum Level C totals within its bookends; Sum Level C totals
all Sum Level D totals within its bookends, etc.
—
Section Description Row Type Print Sum
Column| Level AL
1 =—PrHeader H A A
2 | pPtSubheader 1 H B B
3 Detail for Subheader 1 D Ty
4 Detail for Subheader 1 D pLd
5 | “Subtotal for Subheader 1 S - L
6 | pPtSubheader 2 H B
7 Detail for Subheader 2 D P
8 Detail for Subheader 2 D Pd
g | “BbSubtotal for Subheader 2 5
10 —.‘!'Tutal for Header S A A

Note: if you are using the auto-populate feature for your detail rows (see
page 31), you should not include subtotal rows because subtotal rows
(with corresponding Sum Levels) will be created by the workbook.

The BFA Report Tool
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Plan your Headings and Subtotals and decide where each should appear
on the Advanced Report worksheet.

If you indicate that a Header row is to be placed in Print Column
A (i.e., column A in the Advanced Report), the row on the Row

Setup worksheet will appear in light yellow:

Description Row Type {:EI:I:"
Header H A

If you indicate that a Header row is to be placed in any Print
Column other than A, the row on the Row Setup worksheet will

appear in light pink:

Description Row Type C{:TI:I:H
Header H B

If you indicate that a Subtotal row is to be placed in Print Column
A, the row on the Row Setup worksheet will appear in bright

yellow:
Description Row Type C{:TI:I:H
Subtotal 3 A

If you indicate that a Subtotal row is to be placed in any Print
Column other than A, the row on the Row Setup worksheet will

appear in bright pink:

Description Row Type c;:':;"
Subtotal S B

If you indicate that a Detail row is to include Account Category
details, the row on the Row Setup worksheet will appear in light

blue:

Description

Include detail

Detail row with Account Category details|

Y

If you indicate that a Detail row is to not include Account

Category details, the row on the Row Setup worksheet will

appear in green;

Description

Include detail

Detail row without Account Category details

M

Note: on the printout (output), headers and subtotals in column A will
appear with a gray background; others will not.

The BFA Report Tool
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As you design your Advanced Report worksheet, you can add and delete
rows in the Row Setup worksheet or clear all of your entries. In order to
use one of these buttons, you must be in a cell that is between columns
B — K under row 6.

Insert Row Remove Row Clear Entries

e Insert Row — creates a new blank row above your current
location. Your current row and those below are moved down
one row.

e Remove Row — deletes the current row and moves all rows
below the current row up one row.

e Clear Entries — asks you to confirm removal of all existing
entries. If you click , all entries will be deleted.

The Auto-populate feature (described on page 31) is optional, but if you
will use it, you can set up header and subtotal descriptions for each
group, according to a code.

To define your group codes:
1. Scroll to columns V through X.

2. Starting in row 8, enter a Group Code in column V, a Header
Description in column W and a Subtotal Description in column
X as needed, for example:

\ W X
This chart is used with the Automatic build option.

In the Group Code column, enter the exact Group value.

The number of characters MUST match your column G input

Enter the appropriate description in both the Header and Subtotal columns
If, during the report creation, a match is not found the default descriptions ¢

(ér{?é]: Header Description Subtotal Description
NIL Group Subtotal
00 Project Administration Total Administration
01 General Conditions General Total
02 Site Work Site Total
03 Concrete Concrete Total
04 Masonry Masonry Total
05 Metal Metal Total
06 Wood & Plastic Wood Total

Spitfire Project Management System V4.5
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Define Your Rows

1. Inthe Description column (B), enter display text for headers and
subtotals. Detail rows will either display what you enter in
column B or inherit the description from the BFA workbook,

depending on what you select in column K (see step 10 on the
next page).

2. Inthe Row Type column (C), select H for header rows, D for
detail rows or S for subtotal rows.

RowType

H -

D
5

3. Inthe Print Column column (D), select a column from A — D to
indicate where the row should begin on the Advanced Report

worksheet.
Print
Column
B -
A
C
D

4. Inthe Sum Level column (E), select a level for this row, as
explained on page 26.

Sum
Level
B A h
A ~
B =
C |i|
o]
E
F
G
H =

5. Inthe Header Spacing Above/Below column (F), select the
number of blank rows to be placed before/after this row in the
Advanced Report worksheet. The choices range from 0,0 to 2,2.

Header
Spacing
Above/Below

m

R P OO
(= SE R = R ]

The BFA Report Tool Spitfire Project Management System V4.5
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(For Detail rows only) In the Cost Code Range (Start) column
(G), indicate the start of the range to be used on the Cost Code

details.

Cost Code Range (Start)

00100

i

(0]

You can enter an exact value, for example ‘00100.
Note: you should start a numeric text string with an
apostrophe so Microsoft Excel does not treat it as a
number.

You can use the wildcard #, for example 01# (to mean
“every value that starts with 01") or #003 (to mean “every
value that ends with 003").

You can enter % in the first Detail row to auto-populate
the detail rows. (See the section on the next page.)

(For Detail rows only) In the Cost Code Range (End) column
(H), indicate the end of the range to be used on the Cost Code

details.

Cost Code Range (End)

=

001#

(0]

You can enter an exact value that is different from the
Start value.

You can use the wildcard # as described above.

If using the auto-populate feature (see below), you can
enter a prefix or GroupXReference for your groupings.

(For Detail rows only) In the Include detail column (1), select Y if
you want to include Account Category details for each Cost
Code; N if you do not want to include such details or F if you
want to find and display a specific Cost Code row separately. F
requires you to enter a specific value in the Cost Code Range
(Start) column.

Include detail

Mo ==

Y -

Spitfire Project Management System V4.5
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9. (For Detail rows only) In the Display Cost Code ID column (J),
select Y if you want to display the Cost Code ID for your Cost
Codes and N if you do not want IDs.

Display Cost
Code ID

O == =<

10. (For Detail rows only) In the Use BFA for Detailed Description
column (K), select Y if you want each data row to inherit the
description from the BFA workbook or N if you want the
description from column B on the Row Setup worksheet to be
used.

Use BFA for
Detailed
Description

O == =<

11. Enter all your rows on the Row Setup worksheet.

12. Save your work.

The Auto-populate Feature

You can enter % in the Cost Code Range (Start) column of the Row
Setup worksheet to enable the auto-populate feature. The location of the
% within the Cost Code Range (Start) entry determines the grouping
pattern. For example, an entry of AA%, XX%, etc. will create a new
group each time the value in the third position changes. (This would be
the correct entry to auto-populate based on the industry CSI codes.)

In the report:

e Each time the target position value changes, a title row will be
created with the current value.

e Each row matching the current group (i.e., the value in the title
row) will be recorded in order.

e Each time the target position value changes, a subtotal row will
be created for the prior group.

e Whatever is entered in the Cost Code Range (End) column will
be treated as a prefix for each group.

If you enter GroupXReference in the Cost Code Range (End) column
of the Row Setup worksheet, the system will look to columns V through X
to find the group Header and Subtotal description that match your codes.
The number of characters in the Group Code must match your Cost
Code Range (Start) input.
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Examples
Sum Header Display Cost Use BFA for
Section Description Level Spacing Cost Code Range (Start) | Cost Code Range (End) | Include detail Cﬁ)di D Detailed
Above/Below Description
1 CSl Codes A 1,2
2 Sorted by CSl level B 1.0
5 Detail description from BFA c 1.0 XX% Group: Y N 4 Y
4 / /
5 CSl Totals A 2.0 /
Prefix
No Account
Categories -
9 Cost Code IDs Description
from BFA
DESCRIPTION Projected Actual > Bi Original EAC Current EAC  Actual Cost  Working FAC
DEMO Revenue Revenue ra Date
Budget
C5l Codes
Sorted by|CS5l level
Group: 00
0 Project $750,000 $27,203 363 $0 $0 $0 $0
Subtotal 00 $750,000 $27,203 0 30 $0 $0
Group: 01
1000 General Conditions $0 $0 0,00 #16,250 $16,250 $11.613 $53,973
1700 Contract Closeout $0 $0 0.00: $0 $0 $215 $215
Subtotal 01 $0 40 416,250 $16.250 411,833 454 188
Group: 02
2000 Site ‘work $0 #0 0.00e #73.879 ¥73.875 #21.434 71,550
2050 Demalition $0 $0 0.0 $0 0 $6,130 #6130
2200 Earthwork $0 #0 0.00e $0 #0 0 #7350
2500 Paving & Surfacing 30 0 0,002 30 0 30 30
Subtotal 02 $0 40 $73.875 $73.875 $27.674 $78.480
Group: 03
3000 Concrete $0 $0 0.00: $23.750 23,750 $300 $23.750
Subtotal 03 $0 30 $23,750 $23.750 $300 $23,750
Subtotal 15 %0 %0 $26.250 $26.250 $0 $26.250
Group: 16
16000 Electrical $0 $0 0,005 43,750 443,730 4,650 33,250
16050 Electrical Materials #0 0 .00 #0 0 #3625 $5.125
16120 Mwires and Cables 30 30 0,003 30 30 $0 #2250
Subtotal 16 40 $0 $48.750 $48.750 $8.275 $37.625
CSl Totals $750.000 $27.203 $575.000 $575.000 $48,932 $656.418
Project Toral | $750.000 $27.203 $575.000 $575.000 $48.932 $656.418
Project Total Compare $750.000 $27.203 $575.000 $575.000 $48.932 $656.418

The BFA Report Tool
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Print | Sum lizaften Display Cost| Y5€ BFA for
Section Description Spacing Cost Code Range (Start) | Cost Code Range (End) | Include detail pray Detailed
Column| Level Code ID L
Above/Below Description
1 CSl Codes A A 1.2
2 Sorted by CSI leve B B 1.0
3 My Group C .z 1.0 KX% ya Y Yy, N
4 /
5 CSl Totals A A 2.0 /
Prefix
Description éets Acc_ount
from Row ategories
Setup Cost Code IDs
—
DESCRIPTION Projected Acroal Actual Cost
DEMID Revenue % Billed Original E Current EAC Working FAC
Retenue to Date
Budget
CS5Il Codes|
Soned py CSl level
Group: 00000
00000 My Group 00000 (1)
REVEMUE $750,000 $27.20 3E3 $0 $0 $0 $0
Total: My Group 00000 [/ $750.000 $27. 3.63% %0 0 $0 $0
Subtotal 00 $750,000 /327,203 3.63% $0 $0 0 $0
Group: 01000
oooo My Group 01000 A1)
_LABOR $0 0,00 $7.500 7,500 $0 F7.500
_MTRL PERM #0 0.003 #0 #0 #11,618 $23.236
_OTHER $0 0,00 $38,750 $3,750 $0 $23,236
otal: My Group 01000 (1 $0  0.00: $16.250 $16.250 $11.618 $53.973
01700 My Group 01000 (2)
_MTRLPERM $0 %0 0,005 $0 $0 $215 $215
Total: My Group 0100 %0 $0 0.00x $0 0 $215 $215
Subtotal 01 30 $0 000 $16.250 $16.250 $11.833 $54.188
Group: 02000
02000
0 30 000 $0 40 42,800 $8.800
#0 30 0.00: $5.125 #3125 $1.550 48,500
#0 $0 0.00: #15.750 #18, 730 $0 #15.750
#0 $0 0.00: #50.,000 #50,000 10,726 $8,500
#0 #0 0.003 #0 #0 #17 $3.800
$0 $0 0.00: $0 $0 $300 $38,800
REVEMUE 0 30 000 $0 #0 $0 $0
_MTRLEXPEMD 30 30 0.00: $0 30 101 $6.500
Total: My Group 02000 [ %0 $0 0.00x $73.875 $73.875 $21.494 $71.550
02050 My Group 02000 (2)
_LABOR #0 $0 0,00 #0 #0 $375 $875
_MTRLPERM $0 $0 000 $0 40 45,305 $5.305
Total: My Group 02000 [ %0 $0  0.00x 30 $0 $6.180 $6.180
0zz00 My Group 02000 (3]
_OTHER #0 #0 0.003 #0 #0 $0 $750
Total: My Group 02000 [ 30 $0  0.00x $0 0 $0 $750

The BFA Report Tool
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The only way to find out if your data appears the way you intend it to
appear is to use your template.

1.

If you haven't already, save your work and close the workbook.
Provided you opened the workbook as a template, it will save as
a template (.xItm) file.

Log in to Spitfire.

Open the BFA workbook in the appropriate mode (from a Budget
document, a Forecast document or from the Project Options
menu).

Select Supplemental Workbooks from the Spitfire Menu:

m Spitfire BFA Export Settings

ﬁ Data Worksheet f:ﬂ Division Totals @ijectTotals
2 setup Worksheet | %% Billing Code Totals ER Forecast Data Entry
Ej Account Category Totals E Supplemental Workbooks

WorkSheets - Forms

On the dialog box that appears, click J at the Using Template
field to find your newly created BFA Report template on your
computer.

If the Spitfire Agreement appears when your report workbook
first opens, click the Continue button. The Basic Report
worksheet will then appear.

Click on the Advanced Report tab to view the Advanced Report.
~—Basic Report— _Advanced Report

Look over the report worksheet carefully, checking for correct
data in each column and ensuring that it is formatted as you

designed. If you find mistakes, jot them down. You will make
changes back in the template file, not in this report file.

Close the report workbook without saving it.

Spitfire Project Management System V4.5



BFA WR 4p1 Sonil - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat - 7 X
a1 - £
AlE[C i F G H I J K L m M ]

i Northern Lights Place =|
. BC-504 Project Analysis Advanced Report

5 Initial Budget (00011 v 41 2412010

DESCRIPTION Projected Act Rev _ _
DEMO Revenue Actual . piled Original EAC Current EAC P31 COS o) i FAC ToBud CAC - Actusl FAC - Actual
Revenue to Date . to Date to Date

4 Budget *

g

6 C5lCodes

7 Sorted By C51 Level

g Project Administration

g ooon General Default 750,000 $0 0.00: $0 $0 $0 $0 0005 $0 $0
10 Adiministration Total $750.000 0 0.00 $0 0 $0 0 0.00 %0 $0
1

12 General Conditions

13 01000 General Conditions $0 30 0.00: #16,250 $0 $0 $0 0,00 $0 $0
1 o170 Contract Closeaut 0 $0 0.005 0 $0 0 $0 0005 0 0
5 General Total $0 %0 0.003 $16.250 $0 $0 $0 0.003 0 $0
16

17 Site Work

15 02000 Siite whark $0 30 0.00: 73,675 $0 $0 $0 0,00 $0 $0
13 02050 Demalition 0 0 0.00: 0 0 0 0 0.00 0 0
20 0zz00 Earthwork $0 30 0.00:% $0 $0 $0 $0 0,00 $0 $0
21 02500 Paving & Surfacing 0 30 0.005 0 $0 0 $0 0005 0 0
22 Site Total $0 %0 0.003 $73.875 $0 $0 $0 0.003 0 $0
23

24 Concrete

25 03000 Concrete $0 30 0.00: 23,750 $0 $0 $0 0,00 $0 $0
26 03100 Concrete Formwork 0 0 0.00: 0 0 0 0 0.00: 0 0
27 03200 Concrete Reinfarcement $0 $0 0.00: $0 $0 $0 $0 0005 $0 $0
28 Concrete Total $0 $0 0.00 $23.750 $0 $0 $0 0.00 %0 $0
29

30 Masonry

il 04000 Masonary $0 $0 0.00: $27.500 $0 $0 $0 0005 $0 $0
32 Masonry Total $0 %0 0.003 $27.500 $0 $0 $0 0.003 0 $0
33

34 Metal

35 as0o0 Metal $0 $0 0.00: $22.500 $0 $0 $0 0005 $0 $0
36 Metal Toral $0 %0 0.003 $22.500 $0 $0 $0 0.003 0 $0
37

35 Wood & Plastic

39 0E000 ‘wood & Plastics 30 30 0.00: $123.750 30 30 30 0.00 30 30
40 Wood Total $0 $0  0.00x  $123.150 30 $0 $0  0.002 30 $0
41

42 Thermal & Moisture

43 a7Foo0 Thermal & Maister $0 $0 0.00: $46.250 $0 $0 $0 0005 $0 $0
44 Thermal Total $0 %0 0.003 $46.250 $0 $0 $0 0.003 0 $0
45

46 Doors & Windows

47 05000 Doors & \Windows $0 $0 0.00: $46.500 $0 $0 $0 0005 $0 $0
4 Doors Total 0 0 0.00 #46.500 0 0 0 0.00 %0 0
43
144 v v [--BasicReport~ _Advanced Report -~ SpitfireAgreement ¥ [ m

Ready | 5 HO 353 (=l

Edit the Advanced
Report
1. Locate your BFA template workbook on your computer. It should

The BFA Report Tool

have an .xIltm extension.

2. As before, choose to Open it. (Do not double-click to open it.)

Marme Date md
~— o0 oo SRS
| x| BFA WR BI
e — Mew
1] BFA WR Sz
. i Open
__ BidEstimat
. . Print

3. Make your changes on the Column Setup worksheet.

Save your template workbook. When it is ready for use, you
should _upload the template into Spitfire so that all your users
can select it (see page 37).
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Your Finished BFA Report Template File

When you have finished creating and configuring your BFA Report
template file and consider it ready for your users, there is one more thing
you should do before uploading the file into sfPMS.

Spitfire
Agreement
To configure your template file for auto-launch-and-build:
1. Open your BFA Template file (.xItm) one more time.

2. On the SpitfireAgreement sheet, click on the cell under | accept
these terms, and type an X.

Eda- Al BFA WR Blank.xItm - Microsoft Excel - B

“ Home  Insert  Pagelayout Formulas Data  Review  View  Acrobat o @ o P =
H25 - B X

I [ <

Copyright 2009-2015 Spitfire Management, LLC . All Rights Reserved Version - 4.4.10.7
This workbook is an example of what is possible by repurposing the data collected and presented in the Spitfire Project Management application
This workbook is distributed as a courtesy to Spitfire Clients.

Spitfire assumes no responsibility for the accuracy of data, presentation of data, no any conclusions that could be drawn from this workbook or the data presented herein

Supplementary Workbooks are NOT covered under Spitfire’s Support and Maintenance agreement.

Spitfire offers advanced training and technical support in the fundamentals of Supplementary Workbooks on a fee basis. Please call your sales representative for further details
This message will continue fo be presented, at the time of opening, until such time as this workbook is saved with

the terms outlined herein accepted by placing an “X” in the box provided below.

Press continue to proceed with the opening

| accept these terms P
Continue

4 4 » | SpitfireAgreement /%3 4] i ] ¥ [1]
Status Bar Step Count: 22 | =m 100% (=) Iy )

3. Save the file.

Now (after you upload the template file), when users select the BFA
Report template file, they will bypass the Spitfire Agreement and the
workbook will open on either the Basic Report or Advanced Report,
depending on setup. In addition, the Row Setup and Column Setup
worksheets will appear only if so configured.

Your BFA Report template workbook is ready to be uploaded to sfPMS
so that other users can access the template by default through the
Supplemental Workbook option on the BFA workbook.
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You upload your template file through Spitfire’s Template tool. You can
access this tool either from the Manage Dashboard or the System Admin
Dashboard. For more information about the Template tool, see the Focus
on the Manage Dashboard guide.

10.
11.

12.

Go to the Templates tool in sfPMS.

Select BFA Supplemental as the Type. If there are any BFA
Report templates already in Spitfire, they will be listed. You can
have multiple BFA templates.

TEMPLATES
Names Lke: [ TYPE: [BFA Supplemental  [~]
Doc Tyee: v
a8 |Do( Type |Name |Tvpe ‘Descriplion |Division ‘Doc Ref ‘Customer ‘Projetl Type |Si

Click | @ to add a row.

(optional) Change the Doc Type (to Forecast or blank, for
example) if you do not want the template to be available only for
Budget documents.

o If you keep Budget as the Doc Type, you can also select
a subtype, if desired.

(optional) Change the Name of the template to reflect the name
of your file.

Leave the Type as BFA Supplemental.
(optional) Change the Description for the template file.

(optional) Look up a Company and/or Doc Ref for this template,
if appropriate.

Click " to accept your row.

TEMPLATES

2

3

. . 2

NAMES LIKE: TYPE: BFA Supplemental  |v| 3
2

« |Doc Type Name Type Description ;
¥ e ~ %
— [New BFA V|[BFA Sup 'v]||Extends BFA a3

X Manual Revision v 2

Click H to save.

Click the @ icon that appears on that row.

Doc Type Name R
{ Budget Manual New BFA Supplemental e
Revision Workbook 5

The Template Maintenance dialog box will appear.

Click J to browse for your BFA Report template file (it should
have an .xIltm extension).
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Template Storage

Template Maintenance

No template is stored

Downlosd | Open il

]
Upload I

TEMPLATES

Upload Template File

[

Look in: ] Templates j

Name
@FA Report.xitm

! ~SrmalEmail.dotm

! ~SNormal.dotm

13, Click %= |

14. Back on the Template Maintenance dialog box, click

|pload |

15. When the Template Maintenance dialog box says “Upload
successful,” click @ to close it.

16. Back on the Templates toal, click = to save it again.

The next time you or someone else chooses_the Supplemental
Workbook option from the BFA workbook opened for the correct Doc
type and subtype (see page 6), this newly uploaded template workbook
will appear in the Using Template drop-down:

Choose Supplementary Workbook n
Using Template: New BFA Supplemental Workbook v
=
Ready

Note: if you have more than one BFA Report template, all templates will
appear in the drop-down. You would have to choose which one you
want each time.

You may need to replace the BFA Report template workbook with
another.

o If, after uploading your template, you realize you want to change
it, make your changes to your .xItm file on your computer. After
you save the template file, you will need to replace your old
version in sfPMS with your new version.
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e If you want a totally different template workbook to be used
instead of the current one, create your new .xltm file on your
computer. After you save the template file, you will need to
replace your current template with your new template.

To replace your file:

1. Go back to the Templates tool on either the Manage or System
Admin Dashboard.

2. Select BFA Supplemental as the Type. Your existing
template(s) will appear.

3. Click 3;] to open the Template Maintenance dialog box.

4. Click J to browse for your BFA Report template file then click
Cpen

5. Back on the Template Maintenance dialog box, click
|pload |

6. When the Template Maintenance dialog box says “Upload
successful,” click Iﬁ to close it.

7. Back on the Templates tool, click H to save it again.
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BFA Report Output
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This chapter discusses the output you create when using a template
designed through the BFA Report Tool.

When you use the Supplemental Workbook option from the BFA
workbook and choose your BFA Report template, sSfPMS creates an
xlsm file. This output Microsoft Excel file contains your data in the
report worksheets you designed.

Which worksheets are generated and populated with data when you first
create your BFA Report output through your template depends on the
following:

o If the Spitfire Agreement in the template file was not already
accepted (see page 36), the SpitfireAgreement worksheet will
appear first.

o If the Spitfire Agreement was already accepted, the BFA Report
workbook will open on the Basic Report worksheet.

o If the Row Setup worksheet is visible, the Advanced Report

worksheet will include 4 and - buttons.

The - button on the Advanced Report lets you clear the data
from the worksheet if you want to make a change on the Row Setup
worksheet in order to generate different output.

The 4 button uses the (revised) Row Setup worksheet to
generate a new Advanced Report.

For example, you might want to see your data with and without the
Account Category details or with and then without the special total rows.
By clearing and refreshing the data, you can generate the version that
you want to save or print.

Note: any change you make to the Row Setup worksheet at this point is
temporary. It will not be a permanent change to the template. To make
a permanent change, you will have to open the template file separately.

If you want to keep the BFA Report workbook with all its generated
worksheets, you should save Microsoft Excel in the usual way. You will
be saving an .xIsm file.

Spitfire Project Management System V4.5



	Introduction
	Permissions

	The BFA Workbook
	Columns
	Creating a Supplemental Workbook

	The BFA Report Tool
	Planning
	Spitfire Column Headers

	Your Report Template Workbook
	Column Setup Worksheet and the Basic Report
	Blank
	Sample
	Basic Report (Output)
	Define the Global Structure
	Define the Data Columns
	Add static text or logos
	Conditional Formatting

	Review the Basic Report
	Edit the Basic Report

	Row Setup Worksheet and the Advanced Report
	Blank
	Sample
	Advanced Report (Output)
	Define the Global Structure
	Understand Row Types
	Understand Sum Levels
	Understand Print Columns
	Use Control Buttons
	Set Up Group Codes for Auto-Populate Feature
	Define Your Rows
	The Auto-populate Feature

	Examples
	Review the Advanced Workbook
	Edit the Advanced Report


	Your Finished BFA Report Template File
	Spitfire Agreement
	The Template Tool
	Upload Your Template
	Re-upload Your Template


	BFA Report Output
	What Appears in the BFA Report Workbook
	The Refresh Report Button

	Saving Your Output


