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Version 4.6

Supplemental
Workbooks

This technical white paper is designed for Spitfire Project
Management System users. It describes the creation of
templates in Microsoft Excel “from scratch” to be used with the
Budget, Forecast and Analysis (BFA), Schedule of Values
(SOV) and Period Distribution (PD) workbooks.
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This technical white paper describes the creation of templates in
Microsoft Excel “from scratch.” These templates can generate
supplemental workbooks to be used with the Budget, Forecast and
Analysis (BFA), Schedule of Values (SOV) and Period Distribution (PD)
workbooks. You are encouraged to review this entire white paper prior
to beginning a practical exercise.

Important: if you want to create a supplemental workbook for the BFA
workbook, we recommend you use the BFA Report Tool to create your
budget report templates. The BFA Report Tool helps you to create the
templates you need to get the results you desire and is easier than
designing a supplemental workbook on your own. If you decide to use
the BFA Report Tool, you should read the technical white paper The BFA
Report Tool instead of this white paper.

This technical white paper assumes you have a basic understanding of
sfPMS in general and the appropriate workbook (BFA, SOV, and/or PD)
in specific. If not, please read the Overview Guide and the Focus on the
BEA Workbook, Focus on Budgets and Period Distribution, and Focus on
Schedule of Values (SOV) Billing guides first.

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

S iy ame

Help Browser x
Make a selection:

* Knowledge Base
* KB About Home Dashboard
e Tutorial for Home Dashboard

* Icon Quick Reference

* Overview Guide

v Focus Guides

Document and Item Basics
Files and Catalog

Routing

Alerts and Compliance

Batch Processing

BFA Workbook

Bookmark (Doc) Templates
Budgets and Period Distribution
Contacts

Doc Types and Project Workflow
Forecast and Analysis

Manage Dashboard

SOV Billing

System Administration

L I T T R I

» Refresh Guide List
¥ White Papers
* ATC Scripts and Workflow

Note: This technical white paper also assumes you can open and use
Microsoft Excel. Anyone without a good understanding of Microsoft
Excel should take the time to learn that application before attempting to
create a supplemental workbook.

Note: aside from updated pictures, the documentation in this paper is the
same as the documentation in the V4.3 white paper. Also, icons are
shown in size 16 only; larger sized icons are similar but not identical.
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Spitfire’s BFA (Budget, Forecast, Analysis), SOV (Schedule of Values)
and PD (Period Distribution) workbooks are protected because they
contain many formulas, add-ins and hidden columns. Yet, you may want
to extract data from these workbooks and work with the data to provide
additional reporting workbooks. You may also want to extract data from
outside applications (such as Estimating software) to use in Spitfire
workbooks. You can extract data to and from Spitfire workbooks using
the full functionality of Microsoft Excel through templates.

In general, supplemental workbooks are a means to extract and then
rework, reformat (display) and re-purpose data held in another workbook.
Supplemental workbooks are subordinate to, and harvest data from, a
specified workbook (be it a BFA, SOV, PD or external workbook) that is
usually referred to as the “source” or “parent” workbook. This means
that usually a supplemental workbook that is launched while not in the
presence of the source workbook is non-functional and presents no data.

Supplemental workbooks are recommended in the following situations:

e The source workbook contains massive amounts of data
collected from external sources and the resulting data can’'t or
shouldn’t be tampered with.

e The complexity of data collection is beyond the scope of the
user.

e The access to the raw data is beyond the scope of the user
security (yet the compiled data is within scope).

e The data needs to be repurposed or combined with additional
data.

e Data needs to be presented through various means including but
not limited to Charts and Graphs, Pivot tables, and narrative
comment elements.

e Only a subset of data is required.

Supplemental workbooks are created through Microsoft Excel templates.

Spitfire Project Management System V4.6
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Creation of a Template Workbook

The first step in the creation of your template workbook (which will later
be used to create your supplemental workbook) is to copy the source
workbook.

Copy the
Source
Workbook

1. Open the BFA, SOV or PD workbook for which you want to
create a supplemental workbook. Generally, this BFA, SOV or

See the Focus on PD workbook should already have data in it.

Budgets and Period 2. (optional) If you are starting with a BFA workbook, select
Distribution, Focus on Division Totals from the Spitfire BFA menu. This will give you
Forecast and Analysis better data (just the Cost Code totals) with which to work in the
and Focus on Schedule template workbook.

of Values (SOV) Billing
guides for more
information about these
respective workbooks.

g Budget (_ spitfire BFA |} Export Seftings Acrobat

{3} Data Worksheet %= Division Totals 53 project Totals

2 Setup Worksheet | ] Account Category Totals | G Supplemental Warkbooks

WorkSheets - Forms

o Click ‘L/ at the confirmation box that appears.

The Division Totals sheet will appear.

[Note: if you want amounts at the Account Category
level, you'll need to use the regular BFA Data sheet but
you’ll need to be mindful of the Cost Code rows on your
template worksheet. The Cost Code amounts might be
added to the Account Categories amounts if you use this
data in calculations or graphs and you could end up with
total amounts that are double what they should be.]

If you are not careful in your template, all
these numbers will be used in calculations
on your supplemental workbook.

01000 General Conditions 50 50 $16,250 $16,250
01000 _LABOR 50 50 $7,500 $7,500
01000 _MTEL PERM 50 50 0 $0
01000 _OTHER 50 50 8,750 8,750
01000 General Conditions 50 50 516,250
01000 _LABOR _LABOR 50 50 57,500
01000 _MTRL PERM _MTRL PERM 30 50 50
01000 _OTHER _OTHER 50 30 38,750
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3. Select Copy/Export Data from the Export ribbon:
Budget Spitfire BFA Expcrtj Settings
Copy/Export Data Bl Export Import Worksheets
|53 Export Named Ranges
Budget Create/Copy | Budget Wizard Worksheets |
4. Click if a confirmation box appears. A workbook,
named Book1 (or something similar) will be created.
5. If it doesn’t open automatically, open Bookl1. This is the basis for
your template and supplemental workbook (SW):
a9 ‘;' - Microsoft Excel - o %
“ Home | Insent Page Layout  Formulas  Data Review  View  Acrobat aiPpe=F B
= ko Calibri M A ™ mm B SwepTe General _ﬁ i) _,} fm T _i"_'} ;“"“‘5“"" 5{ I
opy * : Eill - -
paste jf:“m_‘ B s U D h-A- EE @ R MMergeacener- 3 - % v WA ;:ﬂ";"r;1'- Fometes ﬁ;: R e i Lk
Chpboard I Font o Algriment i MNumber i Stybes Cells Editng
ag MC £ T >

4 A | B | B | J [ L | [ | [ | T X ¥ z | a =

1 S i =

2 DEMO Revise Budget (0002) (N.Y)

3 Morthern Lights Office Bidg

4 GC-003

5 Tatals &s of Q272013 @ 10:14 AM $750,000.00) $750,00000]  $27,20250]  $575,00000|  $575,000.00 Rewv £750,000.00)

6 5 Filler Show Al $750,000.00| $750,00000] $27,20250| $575,00000|  $575,000.00 $575,000.00)

o Original Currant Actual . Manual EAC | Manual EAC | EAC Chang Manual E
Cost Codes Descnphon HL?;;;: Revenuea Revenue Onginal EAC | Current EAC Change Type |Change Amount et e Change 1]

7 Type

& nsl:Rov T pe - = = - - -

a [T [Project 750,000 00
au |General Conditions $0.00 .00
5T |Contract Closeout $0.00 .00 |«
a7 Site Work $0.00 00
Elr Demolition $0.00 00
@7 Earthwark $0.00 00
L Penang & Surfacing $0.00 0
nT Concrete $0.00 0
3T Conerete Formwork $0.00 00
37T Concrete Reinforcement $0.00 .00

397 Masonary .00 .00
az T Metal &o 00
ST |Wood & Plasties $0.00 .00 |
AT | Thermal & Moister $0.00 .00
s T | Doars & Windows $0.00 .00
56T $0.00 0
80T Treatments $0.00 00
(= L toms £0.00 00
o $0.00 00
mn T 1 ) S0 00 i
H 4+ M| Sheetl - Sheet2 She - f'h

:[n_n]l:lul Lo —

)
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Modify the
Template
Workbook

Turn on Some
Basic Functions

1. Select View Side by Side from the View ribbon to get both the
source workbook and template workbook visible at the same
time, for example:

IY. W9t Als Microsolt Excel o -4
Home Ingert Page Layout Formulas Data Review Acrobat a @
B & 3 e o @ I B o o Dsn  [LIviewsie by SR e
i ] IS 2 1l B ¥ . [¥] #armula Rar L =+ =y 2
B E E o =5 A I8 B HEET E | U &
Mormall Page Pagedreak Custom  Full DA orign o Zoom 0% Zoamto  Mew Amange Freeze Save Switch Macras
Layout Preview  Views Sceen e B e Selection | Window Al panes ~ — Unhide Sl Reset Window POSION  wiorkspace Windows = -
Workbook Views Show Toom B Macros
— & E
| ] sooia = B 2
7 | B c ] I o [ T x y z A
e # Cipmrighy TS b s e, £E.C Ao st M
2 DEMO Revise Budgel (0D02) (N,Y)
1= Morthern Lights Office Bldg i
| [a GC-003
5 Totals as of Q2772013 @ 10:14 AM $750.000.00] $750,000 00  $27.202 50]  $575.000 00|  $575,000 00 Rev:[  5750,000 00)
| & 5 Filter: Show Al $750,000.00{ $750,000.00 $27,202.50 £575,000.00 $575,000.00) $575,000.00/ =1
| ! Original Current EAC
1l Cost Codes Description Revenue Revenue R;C::::e Original FAC | Current EAC (F_“::u‘:l 'IEAC (_;;:nu:l EAL;N R;:::gc :."::UE
Hudgal Hudgat -t1ange. Type: | Lheng § ~hanm
b4l vl
| B | 1 K N [ 5 w F Y I AC
| 1 | # Gy 20073085 5 LU A
1 | 2 DEMO Rewise Budgel (0002) (M,Y)
| | 3 Northern Lights Office Bidg
4 GC-Dm3
| 5 |Tolats as of. W23 @ 1014 AM $750,000.00]  $750,000.00 $27,202 50 $575,000.00 $575,000.00 Rev. $750,000.00
H 6 |Filter: ‘ShDWN + £750,000.00]  $750,000.00] $27.202.50 $575,000.00) $575,000.00 $575,000.00
|
Ongmal Current
Cost Codes Description Revenue R o Actual Original EAG | Gurrent EAG Manual EAC Manual EAC | EAC Change Manual EAC
Revenue Change Type |Change Amount Resulis Change Units
7 Budget Budaget
(R 75 T 000
.00 .00 .00 $16.250.00 16,250.00 $0.00/ 0.00
Sedection i of range, Please move to visble row and column, | |0 oo () {} {1)

2. Click on Synchronous Scrolling to turn it off.

View Acrobat

Q @ _é E E split _U View Side by Side
= Hide T3] synchronous Scrolling
oom 100% Zoomto Mew Arrange Freeze

Selection | Window  All Panes - _J Unhide 4 Reset Window Position

Zoom Window

3. If necessary, check the Formula Bar and Headings checkboxes
on the View ribbon so that you can see both on the template
workbook:

Home Insert Page Layout Formulas Data Review View

Lﬁ ]ﬁ_]] Lﬁ Ruler FcrmuIaBar Q I:

Normal| Page Page Break Custom  Full [¥] Gridiined Headings Zoom 1
Layout  Preview Views Screen

Workbook Views

Spitfire Project Management System V4.6
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4. Select Wrap Text from the Home ribbon to be able to read all
headers:

Insert Page Layout Formulas Data Review View Acrobat

== & Cut

Calibri -1 - A A =* Wrap Text

]
%
4

53 Copy ~

Paste B I U-~| -~ &+ A-
. # Format Painter - —

ad Merge & Center -

Clipboard ] Font ] Alignment ]

5. (If you started with Division Totals on BFA) On the source
worksheet, click on the Division Totals tab:

36 05000 Metal 50 50
39 06000 / |Wood & Plasticsy, $0 30
4 4 » ¢ |_Data ﬁe’mﬁk Division Totals )Execut’r\re Overview  smesaewriieem

r'\‘. s |

E‘Ea__d;aHQ-._rawﬂ_f--- e ittt i Yt M-&.‘.r-\_‘._/

Delete Unwanted
Columns/ Rows
1. Starting from the top of the template workbook (Book1), scroll

down and delete any rows that you will not want in your
supplemental workbook, for example:

2

()
?
2

Home | Insert  Pagelayout  Formulas Data  Review  View  Developer f
A caiibri -1 A= [#-] | S5wrap Text Number §
B3 =
Paste ¥ |B I O - &5 A = 55| |55 Merge & Center - ||| § ~ ={
Clipboard = Font £} Alignment £} Numy
AS - fe|7 S
&) Bookl Jtalmri S c|At A 8 % s j
A B G H 1
Sy A - w0 00 }
4 |GC-003  Show A - E $750,0,
7 —— 12 13 14 S
5 i - 11 12 13
il <o f M Projected Threshold Origi
7 | SSxxx-xxx Descri - Right-click for options ¢ Projecte resho! rlgm{
8 ADDROW =] by
9 |SubTotal (Proje 5750,
10 Sub Total Gener: Insert
11 |Sub Total Site e ¢
12 Sub Total Concre Clear Contents {
13 Sub Total Mason|
% Eormat Cells...
14 |Sub Total Metal
15 Sub Total ‘Wood (i
16 |Sub Total Therm Hide
17 |Sub Total \Doors Lohide
S R ol o A LW e N ooV o N

2. Starting on the left of the template workbook, scroll to the right
and delete any columns that are not needed for your
supplemental workbook. For example, if you want to use only a
few columns (Current EAC, Actual + Committed Cost, and
Working FAC) in your calculations or graphs, you could delete all
other columns.

o NN N o N
B C D E F G H \I 1 ¥ L M \ N o \ P \ Q R S %

4 |show Al $750/ @0 (11 A AT S - % 0 Fhoas $7203 8575000 $0 $0 SO $575,000 &
5 Descriptic Category Billing Cot Costing M Unit of Me Projected Thresholc]Origi - & - A - %8 5% B icted Actual Rey Qriginal E Non-CO E: Approved Committe CurrentE}Pf
6 0 A
7 Project |Rows 9to 10 $750, & | cut ,000 527,203 $0 S0 S0 0| S0

8 General Conditions |Rows 11 to 16 3 copy Rt for astions 50 S0 516,250 50 50 sof s16,250

9 |site Work |Rows 17 to 29 B paste ELFEBIRTES 1,250 S0 $73,875 $0 $0 so]l s72.875

10 Concrete |Rows 30 to 32 Paste Special.. 50 S0 $23,750 50 50 so] s23.750 €
11 Masonary |Rows 33 to 35 Isert 50 S0 $27,500 50 50 sof $27,500 )
12 |Metal |Rows 36 to 38 - $0 S0 $22,500 $0 $0 sol $22,500

12 Wood & Plastics |Rows 39 t0 42 Delete 50 $0 $123,750 50 50 s $123,750 g
14 Thermal & Moister |Rows 43 to 45 CleariContents $0 S0 $46,250 $0 $0 so| 46,250

15 Doors & Windows |Rows 46 to 49 & Eormat Cells... S0 S0 $46,500 S0 S0 S0| $46,500 {
16 Finishes |Rows 5010 53 Column Width... 50 S0 $71,250 50 50 sol 571,250

17 Window Treatments | Rows 54 to 57 Hide S0 S0 $20,625 S0 S0 s0] s20.625

12 Security Systems | Rows 58 to 60 Unhide $0 $0  $13,750 $0 $0 s0| $13,750
Wb | Sheetl ‘Sheet2 . Sheet3 ¥J - = = S

e " i T iy v v oae o e R vy

Spitfire Project Management System V4.6
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You have the power of Microsoft Excel at your disposal. Insert columns,
pictures or tables in your template workbook. Create graphs. Make the
data look the way you want it to. Some tips:

1.

Modify the column widths (especially if any data is showing up as
HHEHHH).

Add headers with colors to draw attention to specific information.
Use borders to visually separate information.

Adjust the cell format based on content. For example, use
“Currency” or “Accounting” for the dollar amounts, “Number” for
the units and “Percentage” for the Variance.

Place graphs and charts on a separate sheet.

Do your own calculations by adding formulas to inserted
cells/columns.

o Note: If your formula (for example, D7/C7) causes a
division by zero, you'll get #DIV/0 as a result. A quick fix
for “#DIV/Q” is to use a nested IF statement, for example,

=IF(ISERROR(D7/C7),"",D7/C7)

(The IF statement has three parts, “evaluate”, “True”,
“False”. The commas separate the parts. In this
statement the “evaluate” is ISERROR(D7/C7), which if
you try to divide by zero is an error. The “True” part is *,
which tells Microsoft Excel to fill the cell with an empty
string. The “False” part is D7/C7, which tells Excel to fill

the cell with the results of the equation, a number.)

When formulas exist in the template workbook and the
corresponding rows do not exist in the source workbook, zeros
will appear in the supplemental workbook. This looks messy and
could be confusing. There are some things you can do.

0 A quick fix is to go to Excel Options | Advanced | Display
options for this worksheet and uncheck the Show a zero
in cells that have zero value checkbox:

Excel Options

® i

O MNothing (hide objects)

General

Formulas

Proofing Display options for this worksheet:  |C@ Division Totals v

Save Show row and column headers

|:| Show formulas in cells instead of their calculated results
|:| Show sheet right-to-left

Advanced Show page breaks

|:| Show a zero in cells that have zero value

Language

Customize Ribbon

Show outline symbols if an outline is applied
Quick Access Toolbar -
[] show gridlines

Add-Ins Gridline color | &1 ¥

Trust Center
Formulas

Spitfire Project Management System V4.6
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When this option is unchecked, Microsoft Excel will
remove all zeros from the supplemental workbook,
including zeros that exist in the source workbook.

o If you want to keep zeros where applicable you could
use an IF statement in each of the cells that reference
source data. For example, the formula
=[sfBFA1]DataG9 could be changed to read
=IF([sfBFA1l]DataG9<>"" [sfBFA1]DataG9,""). With
the IF statement, Microsoft Excel will evaluate the
content in the source cell and, if it has a value, will use it,
otherwise it will fill the supplemental workbook cell with
an empty string. This is important if you plan to use
AutoFilters sorting on non-blanks and some of the other
advanced Excel functions. A zero is not non-blank
whereas an empty string is.

To easily identify any generated printed documents, map the
supplemental workbook data to appear as it does in the source workbook
(BFA in our example). Both header and data cells need to be mapped.

1. Select a cell in the Book1 template workbook then type =.

ca - = | 575000 £

F‘i] Bookl ‘
A B C ¥

2 |DEMO Revise Budget (0002) (N,Y) ﬁ
3 |Northern Lights Office Bldg  Totals as of: 9/30/2008 @ 4:03 PM 5575,000
4 |GC-003 Show All $5?5,DD’EP:!

e, LSRR e B ™ b RPNCHOEAN_ gt s, g gt o irEea L EAGH

SUM - X v ﬁr| = .

4

2] Bookl ¥
A B c {

2 |DEMO Revise Budget (0002) (N,Y) {
3 |Northern Lights Office Bldg  Totals as of: 9/30/2008 @ 4:03 PM $575,000 )

4 GC-003 Show All | %1(
RSSO " e gt a, gt Dasortiemt et M—~4,~.’-Fu{rnﬂ-@y~f

Using the mouse, select the cell you want mapped in the source
workbook and press Enter. You may need to click twice when
changing workbooks. The first click changes focus to the
workbook and the second click changes focus to the cell. The
cell formula in the template workbook should reflect the mapped
cell in the source workbook, for example, = [sfBFA1]Division
Totals’!$Y$4, and the cell will display whatever is displayed in
the source workbook in that cell.

Spitfire Project Management System V4.6
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3.

Delete the $s in the formula bar to change the absolute
reference to a relative reference. For example, =
[sfBFA1]Division Totals'!$Y$4 would become =
[sfBFA1]Division Totals’!'Y4

Repeat this process to map header and data cells. After you
map the first row of data cells, you can drag the cursor from the
first cell down for as many rows as you will ever need and
release. This will copy the mapping with the correct cell
reference. (Make sure you have made the formula a relative
reference first!)

Cc7 - I | ='[sfBFA1]Division Totals'!Y9 Y
I?‘i] Bookl é
A B C
6 ADDROWS ] ;
7 |Sub Total 00 Project |Rows 9 to 10 \ S0: »
8 |SubTotal 01 General Conditions |Rows 11 to 16 $16,250: f
9 |Sub Total 02 Site Work |Rows 17 ta 29 $73,875; 4
10 |Sub Total 03 Concrete | Rows 30to 32 $23,750: }
11 Sub Total 04 Masonary |Rows 33 ta 35 $27,500; ;
12 |Sub Total 05 Metal |Rows 36 to 38 $22,500}
13 |Sub Total 06 Wood & Plastics |Rows 39 to 42 $123,750 j
14 |Sub Total 07 Thermal & Moister | Rows 43 to 45 546,250 1,
15 |Sub Total 08 Doors & Windows | Rows 46 to 49 546,500 ?
16 | Sub Total 09 Finishes |Rows 50 to 53 $71,250: ;
17 |Sub Total 12 Window Treatments | Rows 54 to 57 520,625
18 (Sub Total 13 Security Systems |Rows 58 to 60 $13,750! g
19 |Sub Total 14 Scaffolding | Rows 61 to 63 $14,000:
20 |Sub Total 15 Mechanical | Rows 64 to 66 526,250 r,
9 - fe | ='[sfBFA1IDivision Totals'lY11 35H.E%t§-.\.,§wﬁx.,-_..m..-».~.~“.-—\.r.\ per g
i3] Bookl )
A B L
6 |ADD ROWS ]
7 |Sub Total 00 Project | Rows 9 to 10 S0
8 |SubTotal 01 General Conditions |Rows 11to 16

o

Sub Total 02

Supplemental Workbooks
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F§

Site Work | Rows 17 to 29 1 J

L1043UD ToR Qe e a4 508 W-I_%}Bﬂw IR Pk Lt )J
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ca - fe | =[sfBFA1]Division Totals'I$v$4 P
0 Bookl é
A B c D E g‘
2 |DEMO Revise Budget (0002) (N,Y) 4:03:00 PM
3 |Northern Lights Office Bldg  Totals as of: 9/30/2008 @ 4:03 PM 5575,000 572,700 $6J
4 |GC-003 Show All $5?5,DDD. $72,700 $68?
5 | SSXXK-XXXKXNNK Description CurrentEAC  Actual + Committed Cost Calculate
6 ADDROWS a
7 |Sub Total 00 Project |Rows 9 to 10 S0 30
8 |Sub Total 01 General Conditions |Rows 11to 16 516,250 $23,451
9 |subTotal 02 site Work |Rows 1710 29 $73,875 $20,043 so
10 Sub Total 03 Concrete |Rows 30 to 32 $23,750 3600 $;
11 |Sub Total 04 Masonary |Rows 33 to 35 327,500 52,125 3.
12 |Sub Total 05 Metal | Rows 36 to 38 $22,500 50 S?
13 |Sub Total 06 Wood & Plastics | Rows 39 to 42 $123,750 50 S1
14 Sub Total 07 Thermal & Moister | Rows 43 to 45 546,250 50 $4"
15 |Sub Total 08 Doors & Windows |Rows 46 to 49 $46,500 50 SJ
16 |Sub Total 09 Finishes |Rows 50 to 53 §71,250 30 S7$
M 4» | Sheetl ~Sheet? ~Sheet3 . 7J | |,
3
G H 0 T ] Y é
1 | & Cumprighe 2057 Spitie Managemant £26; A Sights Fesorved.
o |DEMO Revise Budget (0002) (N,Y) _
c e ;;9"“ Totals as of: #3I0IZ008 @ +:03 P $750,000 £27,203 £575,000 £575,000 {
4 GC-003 Show All $750,000 527,203 $575,000 /$575,UUU {
an - mawwjtww-.__ A e gl e GPNORNn, o pubet gt g St g bl J
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Protect and Save
the Template

1. (optional) Password-protect the template workbook. Remember
to remove the protection on any cells designated for user input.

2. Save your template workbook as a Microsoft Excel template file
(.xItx or .xItm). Decide where you want to save it, and what to
name it.

- - oan
Organize = gz Views = n MNew Folder

- -
Favorite Links Mame Date modif.. Type
. Document Themes
I SmartArt Graphics

@Bookl‘xlbc

[E| Documents

5 RecentPlaces

Bl Desktop

1% Files on Computer

B Pictures

E} Music

More »

Folders ”

File name: BFASupplementalxdtx

Save as type: | Excel Template ("t

Authors: Soni York =t Add atag

3. Once named, you can save the template workbook as many
times as needed while you work on it.

Close the
Workbooks

1. After you are finished designing and saving the template
workbook, close it.

2. Close the source workbook also. The supplemental workbook
template is now ready to be used.

Spitfire Project Management System V4.6
Supplemental Workbooks



Use the Template to Create a Workbook

Open the
Spitfire
Workbook

Page 14

Because the supplemental workbook requires data from a source, you

need to open the source workbook first, be it a BFA, SOV or PD

O
2 v semwelmu | Susger & -=x
i e | 2 O Z
SeOeiteRown o jCopy Duwting S Rucaliutate
) N T B s ) s
|y S — |
7 emo v Hudget (0002] (V]
3| e L T S 750,000 27,203 ss575008  357s.000) $575,000) 538,032
4 Goooy Show AR $730.000] 517,200 5575000 5573,000 $38,003]
Crignal Marus £AC
o setual wunual Bac HAC Changs | Actual Cost
: Cont Codus Dascription Reot | i, | Sriomstac | cument Gaz | Sl e Chance o e
11 01008 Condibens 0 $15,750) 30 SiLte)
15 01700 ract Closeout [ 50 £0) 50| ) £215]
T3 r} 7S I,
85
+ Earor 5 30 30 30 7] 50
+ s6) 0 123.750) 30 [ %300)
[+, ] $9) $27, 7,500} 50} ) (=0
[+ 55|
v Flasics
+ & Moizier 40 45, 750) 30 7] 0
+ & oo 54 0 $48,500) 30 0
s b 7L
+ T 3|
+ e 30 3L $13,750) 30 7] 30
- 40 51 $12.000] 50 5 50
+
-+ - robat | Gpatee Many
i+ - e = =1 o o - FewtBang - stomute s Tan vy 0 Posgect Sumemary | 3 acsuee b
S SRR Geciting Orivview SN
s TeoeuteRoun b inien S Total Rewr S Resenie oy Pt 50y et
=
Preiertation ind lwsce Expart
[0

v
= o
»
A

[+]
) ] I )
) ) I ) — .
o oo 5|
) ] I 6 3
™ ) I—
I 03
| ou =0 00
I 5 S
S ot | seates banu - =
i = %, By Curve el i1 S amout Sputr
E (Bpimfnabeos  Muptope L/ Oorteledtien o e By Type
Rescy 7] 48 Do ape
Lo OeiptayFner CopyiaptrtDats || Absut Spmm
G610 - s o, ),
L < [] L E | F [ H | K |. 0]
1| ot it B A8 Bsnct EAC Amounts
2 Project Name: Morthern Lights Oftice Bidg
3 Projest Number: G003 ~ Duc: 0001 - Pariod Distribution 006
4
e e e [ — R

Note: Template workbooks are created for only one type of source
workbook; you cannot use a BFA template from an SOV, for example.
Similarly, if you created a template from a Division Total sheet in BFA,
you must open that sheet again before opening the template workbook.

Supplemental Workbooks
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Open the
Template
Workbook
1. Once in the source workbook, select New from the File menu
and then select New from existing...
“ Budget Spitfire BFA Export Settings Acrobat
ol save Available Templates
B save As
., Save as Adobe PDF fa} Home
£ Open
o Close ) L F'\
S |_ .
Info - EJ 9
Blank Recent Sample My templates| New from
Recent workbook templates templates existing
Office.com Templates
New
Note: once you've use the template once, it will likely appear in
the RecentTemplates area. Also, if you saved the template in
its default location, you can find it by selecting the My
templates.... choice instead.
2. Find your template and click m. Your supplemental
workbook, with data from the source workbook, will open.
Save the
Resulting
Supplemental
Workbook

You need not save the resulting supplemental workbook (created from
the source data through the template) but you might want to. Once
saved, this workbook can be opened outside of Spitfire.

Before saving, however, one additional step is required. Since the
workbook is supplemental to the source workbook, it acquires the data
through the use of relative references between the two workbooks. To
effectively re-open the resulting workbook outside of Spitfire, the
contents of each cell must be converted from referential formulas to
actual values. Doing so “breaks” the link and dependency on the source
workbook.

1. In the supplemental workbook (and on the worksheet containing
all the references to the source data), select the corner box at
the intersection of the row and column headers. This will
highlight the entire worksheet.

Spitfire Project Management System V4.6
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2. With the entire sheet highlighted, right-click and select Copy to
copy the contents of the workbook onto the clipboard.

Home Insert Page Layout Formulas f
# Calibri -l - A A= ;5
Gl -1l - A A8 - % o FL| = Ef
B I = S AR i -

cut r
Copy

Budget (
Insert s of: 9/30/

Delete )
Clear Contents tion {
) |Rows 9 to ﬁ
Filter » = p
Conditions
Sort 3
= rk |Rows 17
Insert Comment lo |ROWS 0t
Format Cells... ry |ROW53
Pick From Drop-down List.., Rows 36to 3
Name a Range... Plastics | R:
Hyperlink... & Moister
e Windaws,

Select cell Al on the same worksheet.

4. Right-click then select Paste Special | Values and click

A B {"
@ Copyright 2007 Snitfi
EManagem' Paste Special MJ i
1 Reserved.| | paste
2] ) Al () All using Source theme
)
3 :Northem ) Formulas () All except borders
4 1GC-003 @ Values () Column widths
5 iSSxxx—xxx | Formats () Formulas and number formats ||
6 !SubTotal Q| ) Comments () Values and number formats
7 15ub Total §j| © validation
8 iSub Total | operation
9 :Sub Total I @ Nane () Multiply
10 sub Total §f| ) acd © Divide
11 subTotal ff| ) subtract
!
12 1Sub Total (|
13 i5ub Total | 7] Ske banks [ Transpose
!
14 1sub Total )| |
1 Paste Lin OK Cancel
15 sub Total | , oo |
it n — >

Look at the formula bar—What was a formula is now converted to
a value. The workbook is now ready to be saved.

5. Save the resulting workbook as an .XLS or .XLSX file and then
close it.

Spitfire Project Management System V4.6
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Modify the
Supplemental
Workbook

e 2/ | « SharedDrive (\\TSRS) (5) b Spitfire » BudgetFinancial » = EE

I Music

Folders

More »

Page 17

If you want to make changes to your template workbook (the.xltx or .xltm
file) you must open it from the Open option and not by double-clicking on
its filename. For example,

Favorite Links
E:, Documents
E Pictures

. Spitfire
J BudgetFinancial
. Bugs or Problems
. CatalogExport
) CatalogStuff
. Customization Help Images
| Delete
. DemoData

. Documentation

~ . -

BFA Visually.xit

Microsoft Office Excel Template

The Template

Tool

Mame

@J Project Items Import.dt

|| Items from Sample Bid (#0005).log
_ Items from Pay Request 0003 for Electric...
| Items from Sample Bid (#0004).l0g
| Items from Proseware Office Building (G...

« | EHBidEstimatesxml

@_]SampleBidfromE)ctemal.xls

@ sfBFASetupPreferences.aml
@ Supplemental Worksheets.zip

& BFA Visually.xdt

K @JJOI’J Performance.
@J Spitfire Sample Tg
@ SpitfireSample ALY
@J Spitfire Sample ALY
@J Spitfire Sample ALY
- [ 4]
Date modified: 12/28/20

Authors: Dennis 54
Tags: Add a tac

Right-click for options 44 g 007 2,04 nea &

icrosoft Office E..
New icrosoft Office E...
Open icrosoft Office E...
Print icrosoft Office E...
icrosoft Office E..
™ Convert to Adebe PDF  crosoft Office E il
#'  Convert to Adobe PDF and EMail | .
Open With 3
SecureZIP 3
Scan with Morton Internet Security
AT N g gt et

Date modvifi ed

3/25/2008 2:00 PM
3/25/2008 2:19 PM

3/25/2008 11:10 AM - Text Document
3/20/2008 2:22 PM Text Document
2/22/2008 11:04 AM  Text Document
2/22/200810:28 AM XML Document
2/7/2008 9:39 AM Micreseft Office E...
1/30/2008 4:24 PM XML Document
1/25/2008 2:27 PM PKZIP File E

Type
Microsoft Office E...
Text Document

)

EET |

You can also upload your template file through Spitfire’s Template tool
so that users have an easier time using it. You can access the Template
tool either from the Manage Dashboard or the System Admin

'_-'E Routes

¥ Allocations

32 Alert Subscriptions
Compliance Types
CSI Maintenance
Date Types
Reference

Region Maintenance

i

_Manage

TEMPLATES
‘ NAMES LIKE: I Tvpe: [T | BFA Supplemental Woi = Doc TYF%
o | \ ] |
TEMPLATES
3§ Roles
3§ Event Subscriptions ‘ NAMES LIKE: I Tvee: [~ |BFA Supplemental Waoi = poc TY%
¥= Catalog Folders
;E ReportgFoIders D Doc Type Name Type Description
-__olg Account Categories |§.| & Competitive Bid Response Bid Template for simultanecusly re
'_—'E Alert Types i | Analysis Analysis on a project
3 Companies
3@ Compliance Types ? 4 Transmittal Transmittal | General Transmittal Cover
¥ CSI Maintenance
3@ Date Types .
;E Doc TY\F’;F;E ? 4 RFI RFI_Logo Body RFI template with logo
% Reference o
7 .
| ) RFI RFI_Template Body basic template for all RFI docu

Supplemental Workbooks
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For more information
about the Templates tool,
see the Focus on the
Manage Dashboard
guide.
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To upload your template:

1.

2.

9.

Go to the Templates tool in sfPMS.

Check the Type box and select BFA Supplemental Workbook,
Pay App (SOV) Supplemental or Period Distribution
Supplemental Workbook. If there are any supplemental
workbooks already in Spitfire, they will be listed. You can have

multiple supplemental workbook templates.
TEMPLATES

NAMES LIKE: | Tvee: W |BFA Supplemental Woi +|

Click | 2 to add a row.

Change the Doc Type to the appropriate Doc type for your
template.

0 Note: you can also select a subtype, if desired.
Enter a Name for the template to reflect the name of your file.
Leave the Type as what you selected in step 2.
Enter a Description for the template file.

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

Click + to accept your row.

10. Click ﬂ to save.

11. Click @ at the row. The Template Maintenance dialog box will

appear.

12. Click J to browse for your supplemental workbook template

file (it should have an .xltx or .xItm extension).

.
Template Maintenance I ook [ BudgetFrancia =] ok B~
] Mame Datemud‘lﬁed Type *

Mo template is stored

L
1/13/2000 4:38 PM  Micros
1/13/2000 4:37 PM Micros

= —
M BEA WR Temnplatexitm
= P
£51| BFA WR Blank.xitm

-t

Daownload Open | F‘éi EDE WR Samplexitm 12/2/2009 1:44 PM Micros
! E'_.]EDB Sample with Data and Fermatxlsm 11/19/2009 7:55 AM  Micres
Desktop K51/ EDB WR Blank.ttm 11/10/200912:10 ... Micros
[ ] i | EDB WR templatexttm 11/10/20091240 ... Micros
- @ Spitfire BFA Report Writer.docx 6/25/2009 10:41 AM  Micros
M u'g';‘i @Test Spitfire BFA Repart Writerxltm 6/25/2009 10:26 AM  Micros

i 355203894C-003_ SOV XML imgl.png 2/25/2009 255 PM  FileTyg

A {1PA-PAPT Warksheets Explained.xisx 12/17/200812:57 .. Micros
TS || BidEstimates log 112472008322 PM Ted Di
= Files on ar i
Computer &
@ File name [BFAWR Sampie stm =] Open
Network ~ Files of type | =l Cancel
Help

13, Click %= |

14. Back on the Template Maintenance dialog box, click

|pload |

Spitfire Project Management System V4.6
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Re-upload Your
Template
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15. When the Template Maintenance dialog box says “Upload

successful,” click Iﬁ to close it.
| Template Maintenance

Upload successful

Download Open |

Jfir=\ BudgetFinancial\BFA WA Templat= it [N

Upload

16. Back on the Templates tool, click ﬂ to save it again.

The next time you or someone else chooses the Supplemental
Workbook option from a workbook, this newly uploaded template
workbook will appear in the Using Template drop-down:

[WET L E= s = Sl ew BFA Supplemental Workdbool| u E]

Job Cost Graph
Job Performance

Report Writer Sample
Analysis and Billing
New BFA Supp emental Workbook

Note: if you have more than one 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 supplemental template workbook with
another.

e If, after uploading your template, you realize you want to change
it, make your changes to your .xltx or .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.

¢ If you want a totally different template workbook to be used
instead of the current one, create your new .xltx or .xltm file on
your computer. After you save the template file, you will need to
replace your current template with your new template.

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

2. Click the Type checkbox and select the correct template type.
Your existing template(s) will appear.

3. Click .ﬂ to open the Template Maintenance dialog box.

Spitfire Project Management System V4.6
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4. Click J to browse for your template file then click
Open

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

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

7. Back on the Templates tool, click = to save it again.

Spitfire Project Management System V4.6
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Examples of Supplemental Workbooks

Home Insert Page Layout Farmulas Data Review View Developer Add-Ins Acrobat -

* Arial -l A AT = Ell@'l = Wrap Text General - ijﬁl ﬁ _’;‘ﬂl * 3\ /;j Euin=t ﬁ \?a

3 #] Fill =
Paste I u -l A= ] Merge & Center - = <0 .00/ Conditional Format  Cell Insert Delete Format Sort & Find &
A D=l =)= = Merge & Center - | |8 =/ % 7 || %8 ) Formatting = as Table - Styles~ | - - - || 2Qear~  Fitter~ Select~
Clipboard ™ Font L} Alignment = Mumber & Styles Cells Editing
|GC-I]I]3 Northern Lights Office Bldg 17071900 12:00 AM q
Direct Labor '
BActual + Committed
OWorking FTC
oCurrent EAC
E =
g £ £ % = _
5 2 = s 5 2 @
(5] 7] £ 5 = = = £ @
E =2 = s 3 & z
@ o = = b=
5 " = = 5 =g S
8 T 2 = £ 2 § £ 4 O
= o = e = =
= a = @ 3 @
= = w
w
Actual +
_LABOR Description Current Committed Warking
I T EAC T FTC
|7} | |- Cost |~ |~
01000 General Conditions $7.500 50 $7.500
02000 Site Work $18.750 30| $18,750
02050 Demalition 50 5875 50
03000 Concrete $13.750 30| $13.750
04000 Masonry $12.500 $0] $12.500
05000 Metal $12.500 50 §12.500
06000 Wood & Plastics $18.750 30| $18,750
07000 Thermal & Moister 521,250 50 $21.250
08000 Doors & Windows $6.500 50 $6.500
09000 Finishes $11.250 50] $11.250
12000 Window Treatments $6.250 50 $6.250
13000 Security Systems 58.750 50 $8.750
140000 Craffnldina o2 nnn on 2 Nnn
4 4+ M| Direct Labor -~ Material < Subs Source % [ I

Current Net Revenue Change: 80 ~ Current Met Expense Change: S0
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IAFrEEes - @ oooweewalaenrTmes meme 0 ol

= Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat 'Ql - 8 X
= — | ] mm] o -

_j :: Arial -l -|A A= §||§/_'| = Wrap Text General - ijﬁ‘ ?}ﬂ‘ _@ il_ ?‘ E l%::ltfsum ? ‘:ﬁ
e o | P (o vl | B merge & center - | [ 8= Moo 88 )| - st~ || o e e || Qe Finers seete
Clipboard ™ Font = Alignment ) Mumber F} Styles Cells Editing

A B C D E F G H J
1 \DEMO Revise Budget (0002) (M.Y)
2 Morthern Lights Office Bldg
3 |GC-003 Revised Cost Budget vs FAC Current Period | |
4 1/0/1900 12:00:00 AM
Last Variance Working \
Cost Codes Description Current EAC| Posted A Variance % Comments Forecast Last Posted FTC
mount i

5 FTC Revenue

6 00000 Project 50 50 0 $750.000 $0
7 100000 REVENUE 0 $0 0 $750,000 $0
g 01000 General Conditions $16,250 516,250 0 0.00% 0 $16,250
9 101000 _LABOR $7.500 7,500 0 0.00% 30 7,500
10 01000 _MTRL PERM 0 $0 0 0 $0
1101000 _OTHER $8.750 58,750 0 0.00% 50 58,750
12 01700 Contract Closeout 30 $0 0 30 $0
13 01700 _MTRL PERM 50 $0 0 50 $0
14 02000 Site Work §73.675  §73.875 0 0.00% 50 $73.875
15 02000 _EQ RENTAL $5,125 $5,125 0 0.00% 30 $5,125
16 02000 _LABOR $18,750 518,750 0 0.00% 50 $18,750
17 102000 _MTRL PERM $50.000 550,000 0 0.00% 50 $50.000
16 02000 _OTHER 0 50 0 30 $0
19 102000 EQ PARTS 50 $0 0 50 $0
20 02000 REVENUE 0 $0 0 30 $0
2102000 _MTRL EXPEND 50 $0 0 50 $0
22 02050 Demolition 50 50 0 50 $0
23 02050 _LABOR 0 30 0 30 $0
24 102050 _MTRL PERM 50 $0 0 50 $0
25 02200 Earthwork 30 50 0 50 $0
26 02200 _OTHER $0 $0 0 30 $0
27 03000 Cancrete $23,750 523,750 0 0.00% 0 $23,750
28 03000 _LABOR $13.760 513,750 0 0.00% 30 $13.750
29 03000 _MTRL PERM $10,000  §10,000 0 0.00% 50 $10,000
30 04000 Masonry $27.500 527,500 0 0.00% 50 $27.500
31 04000 _LABOR $12,500 12,500 0 0.00% 30 $12.,500
32 04000 _MTRL PERM $15,000 515,000 0 0.00% 50 §15,000
33 05000 Metal $22.500 522,500 0 0.00% 30 522,500
34 105000 _LABOR $12,500  §12,500 0 0.00% 30 $12,500
35 05000 _MTRL PERM $10,000 510,000 0 0.00% 50 $10,000
36 06000 Wood & Plastics $123,750  $123,750 0 0.00% 30 $123,750
37 06000 _LABOR $18,750  §18,750 0 0.00% 0 $18,750
38 |06000 _MTRL PERM $50.000 550,000 0 0.00% 50 $50.000
39 06000 _suB $65.000 555,000 0 0.00% 30 $55.,000
40 07000 Thermal & Moister $46,250 545,250 0 0.00% 0 $46,250
41 07000 _LABOR $21.250 521,250 0 0.00% 50 521,250
W 4 b M| Variance < Sheet? ~Sheetd %1 [ m

Current Net Revenue Change: 30 ~ Current Net Expense Change: 50 p0se (=) (%) A
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