WORKING WITH THE AUTOMATED 402-2 

EXCEL SPREADSHEET 

OVERVIEW:  This spreadsheet is intended for the use of individuals responsible for tracking financial information on construction projects.  It can be used in place of Form RD 402-2 as an outlay report.  It is set up to calculate all entries automatically, and should decrease the time needed to prepare an outlay report.  It also provides the ability to transmit reports electronically via e-mail, and can be shared via disk or e-mail with borrowers, engineers, etc.

Please read all of the instructions before you open and use the spreadsheet.

INSTRUCTIONS:  Double click on the file (icon that looks like a box with an "X" in it). This will open the file in the Excel program.

You will notice that areas of the spreadsheet are shaded in yellow and green.  This is to help define important areas.  The yellow row is where the beginning balances (original budget amounts taken from the “source and use of funds”) have been inserted.  The green areas are parts of the spreadsheet which contain formulas.  These areas are shaded to alert the user to the fact that these areas should not be edited.  Currently these areas are protected because the “tools/protection” feature has been activated.  Should you need to “unprotect” the sheet to make changes to the column heading titles, be sure to turn the protection feature back on to prevent typing over existing formulas.  A password was not assigned to the protection so you can make changes as needed.

Spreadsheet Layout

The first 48 rows contain columns for inserting interest earnings (column A) and the month in which it was earned  (column B), as well as contract change orders, engineering amendments, and changes to other project costs such as legal or interest.  Contingency does not have a column, as all of the above changes will be reflected in the shaded formula area of the contingency column below.

Rows 51 - 56 are for inserting information regarding the borrower (B51 – B55), and the contractors (E51 – E56).

Rows 59 - 66 are the yellow and green shaded areas mentioned above. 

Once you receive approval for payment, you can begin to enter payment and draw down information starting on row 67 and continuing on down.  Simply enter the numbers under the appropriate column heading.  The sheet has been formatted to show boxes around two rows per entry.  However, the spreadsheet will perform properly even if entries are made on consecutive lines.

Moving around in the Spreadsheet

To view the headings while moving around under the various columns, at different rows, you can do the following:

1. Move down in the document (using the arrow keys) until you can view column A and row 57 at the top of your document.

2. Move your cursor to cell D-67 and click to highlight this cell.

3. Click on “window,” then on “freeze panes.”  This will anchor cell D67.  

(To reverse this procedure, click on “window,” then on “unfreeze pane.”)

You can then move around in the spreadsheet by using the arrow keys, while keeping the headings on the screen. This makes it easier to tell which column you are typing under, thus avoiding mistakes.

Once you have entered the date (column A), and the payees (column B), move under the appropriate column, and enter the amount of the payment, or deposit.  

You will note that the numbers in rows 60 - 64 are updated, and the amount in cell B-58 (funds on hand in the bank) changes with each deposit and payment.

To print the areas you want shown on your current month’s outlay report, you should:

1. Highlight the area of cells that contain the current month’s entries.

2. Click on “file”, then “print.”

3. Click beside the area titled “selection.”

This will print a report showing the current month’s outlay, complete with revised numbers.

The “file, page setup, sheet” menu has been modified to cause rows 50 - 66 to print at the top of each report, so you only need to highlight the current information to make each month’s printout complete.

You can also customize the print job:

1.
Click “file”. Then click “page set up” on the pull-down menu.

2.
Once the page setup dialog box is opened, click on the file tab marked “sheet”.

3.
The print area has a place to type in the range you wish to print.


Example:

· If you typed in A67:AJ68, the first two rows of the payment area of the spreadsheet would be printed.  In addition, “50:66” has been pre-filled in the area after “rows to repeat at top.”  This tells the computer to print the information in these rows at the top of each sheet; therefore, you only need to insert the current rows you are working on for each report.

· If you wish to print the area at the top of the spreadsheet (change orders, etc.), simply put a comma after the range designated in the print area, and type in “A1:R49.”  This will print the section as a separate page.  Since the numbers you type in the change order area are reflected in the formulas on row 61, you may not wish to print this area every time you print a report.

4. Click on “o.k.”

5. Click on the print icon on the toolbar.

Notes: 

· You must designate a print area.  If you do not, Excel will assume that you want to print the previously selected data.  (The entire spreadsheet is over 500 printed pages, so do not send a print command for the full spreadsheet!)

· When you have entered your initial information, please save the file under a new name (“save as”) and then exit. The report has been formatted so that the name you give it will be printed at the top of the page on each report, along with a page number, and the date you print it out. If you save a spreadsheet for each month (with a new name, i.e.: March 2004) you will have a better "picture" of the payment and funding process, and can print out a report from a given time if requested to do so.
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