
The Workbook is made up of 6 Main Sections:

(1) Introduction
The introduction provides you with an overview about the Workbook and how 
to navigate to the different Worksheets that make up the Workbook.
Note: All areas (cells) that require input are Highlighted in Yellow
In addition when you move over a cell hints are provided

Introduction

(2) Cash Projection Worksheet is the Main Worksheet and contains the 
following information:
(a) Cash Summary Section that summarizes all the estimated cash receipts 
and payments.
(b) Basic Financial Information Section
(c) Other Receipts and Payments Section
(c) Sales and Payment information summarized and calculated from the other 
two sheets - SalesForecast and CashPayments.
(d) Estimated purchases and inventory calculations for businesses that buy 
and sell product.

Instructions for entering data in the Cash Projection Worksheet:
Enter the number of periods that you want to prepare an estimate for from 
one to 12 months (1 - 12).
Enter the number of weeks contained in each month that you want to 
estimate collections and payments for.
Enter your basic financial information, collection and payment patterns, 
and beginning balances in the Basic Financial Information Section.
Enter your Other Receipts and Payments Information in the Other Receipts 
and Payments Section.
All areas that require user input are highlighted in yellow.

(3) Sales Forecast Worksheet used to estimate and enter the sales amounts 
used in the Cash Forecast.

Instructions for entering data in the Sales Forecast Worksheet:
This worksheet is where you enter your estimated or historical sales data.

There are two methods that you can use to prepare your Sales Estimate.
(1) Simple Sales Estimate
(2) Sales Estimate Using Historical Data

The simple method only requires you to estimate your sales for the number 
of periods that you want to prepare a projection for.

The historical data method requires you to enter sales amounts from your 
prior financial statements.
You may enter up to five years worth of historical sales data. If you use 
this method your estimated sales are automatically calculated for you 
based on the history that you entered.



Month 1 represents the beginning month of your projections. If your 
beginning month is April for example, enter your April figures in Month 1, 
your May figures in Month 2, and so on in the yellow highlighted areas.

Note: Only use one method to prepare your sales estimates.

(4) Cash Operating Expenses Worksheet is used to estimate and enter your 
different types of payments (expenses).

Instructions for entering data in the Cash Operating Expenses Worksheet:
This worksheet is where you enter your other cash operating payments. The 
worksheet provides you with two methods for entering your estimates.

(1) The first method allows you to enter estimate amounts for 4 week and 5 
week periods OR enter a percentage of sales to use to calculate the 
expense. This information is then transferred to the Cash Projection 
Worksheet and entered in each of the monthly columns based on the 
percentage entered or whether the amounts entered represent a 4 week or 5 
week period. If entering amounts, both the 4 Week and 5 Week amounts need 
to be entered. The percentage of sales figures or the monthly estimated 
amounts are entered in the Estimated Monthly Totals Table.

(2) The second method allows you to enter amounts for each of the months 
that you are estimating. This information is entered in the Estimate Each 
Month Table.
You can combine the two methods and enter some disbursements as a 
percentage or monthly four (4) and five (5) week periods in the Estimated 
Monthly Totals Table and enter other data individually for each month in 
the Each Month Table or you can enter all your data in either table.

Do not enter data for the same type of payment in both tables. In other 
words if you use the Estimated Monthly Totals Table to enter your Salaries 
and Wages Estimate don't also enter Salaries and Wages in the Estimate 
Each Month Table.

Enter Your Estimates in the Yellow Highlighted Areas of the tables.

Additional space has been provided in the table below for you to add up to 
25 additional expenses that you want to include.. Add your new categories 
to the yellow highlighted portion of the Estimated Monthly Totals Table. 
These same categories are automatically added to your Estimate Each Month 
Table. The added categories will then be displayed and available to use to 
enter data for the new categories in both tables.

(5) Weekly Forecast Worksheet which is used to analyze the cash flow for a 
user specified month.

The Weekly Forecast Worksheet has been provided in order to enable you to 
break down a monthly forecast into weeks and compare your budgeted 
(estimated) amounts with your actual amounts. This may be helpful in cases 
were most of your receipts and collections arrive at the end of a month 
and a large percentage of your payments occur at the beginning of a month.



To use this worksheet, all you do is pick a month that you want to analyze 
and allocate (spread) either Automatically or Manually your monthly 
receipts and payments over the weeks that you estimate the receipts will 
be collected and the weeks that the payments will be made. If you also 
want to compare your estimated amounts to your actual amounts you need to 
enter your actual receipts and payments made during the weeks.

(6) Charts Section which display useful charts and graphs.
They say a picture's worth a thousand words, so here's where you take a 
look at your figures utilizing some charts and graphs.


