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REQUIREMENTS: This template set has been designed to utilize the full suite of functionality available in Smartsheet. Select plans do
not have access to all premium features like Dashboards, Automated Actions, and Activity Log. If you are on a limited plan you can still
use the template set however not all premium functionality will be available. Click here to see a list of discontinued plans.

Get the Template Set

Favorites
The data will be download in the Sheets folder - look on the left -
. |**- | Dashboards/Portals
hand side under sheets.
v [ Sheets

Business Budget Management Template Set .
I Template Set

What's Included in the Set

The Business Budget Management template set helps you track monthly actuals against budget goals so
you can tightly manage your financial performance and ensure your business stay on track.

«—— FY Actuals Sheet
A central repository where the

FY Actuals Report -, cost actuals across all of the
A live filtered view that displays all e - general ledgers are rolled-up.
department financial records.
General Ledger Sheet (x12)
A sheet where you enter monthly
- o o— actuals and track against your
S
— budget goals.
a-»
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Business Budget Overview Dashboard
The one-stop-shop for stakeholders to get a quick
glance at the business financial health.


https://smrt.fyi/Get-Set-Business-Budget
https://help.smartsheet.com/articles/2321743-discontinued-smartsheet-plans
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Set Up

o Using a workspace is a best practice when building a collaborative process. Workspaces allow you to centralize your work

and control sharing with different stakeholders.

Step 1:
Create a New Workspace

Open Home. From the home menu, click the Create button in the
upper right hand corner. From the drop-down menu, select
Workspace. Name the workspace.

Learn more:

Workspaces Qverview, Workspace Sharing, Home Tab

Step 2:
Drag the Files into Workspace

Select the template set folder under your Sheets folder. Drag and
drop the folder down to the workspace you just created.

Learn more:

Manage ltems in a Workspace (Add, Move, Remove)

Create v
0 Grid
Task List
Project
Cards
Browse Templates

n Import Microsoft Excel...

[ @ | Import Microsoft Project...
E Import from Google Sheets...
m Import from Atlassian Trello...

8 Report
Dashboard/Portal

B Folder

Home < Search
Dashboards/Portals

v [l Sheets T

@ My Workspage
H Template Set
v 2li Resource View 3

2h Team
v More

8 Dannrte


https://help.smartsheet.com/articles/2026039-workspaces-overview
https://help.smartsheet.com/articles/522067-workspace-sharing
https://help.smartsheet.com/articles/522237-find-create-manage-sheets-and-other-items-from-the-home-tab?_ga=2.33628705.1463048055.1520553664-197214242.1520553664
https://help.smartsheet.com/articles/506690-managing-items-in-a-workspace-add-move-remove-
https://help.smartsheet.com/articles/2026039-workspaces-overview
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Customize

Step 3:

Update Business Budget Overview Dashboard

Page 4

The Business Budget Overview dashboard provides accurate, real-time overview of your business budget at
a glance. Dashboard consists of different widgets that pull in live information from other sheets and reports.

A.

Edit the Title widget with your company name.

B.  Total Costs is a Metric widget that pulls in live values from the FY Actuals sheet.

C.  FY Actuals and Budget Progress are Chart widgets that creates a column and semi-circle charts

from formulas in the FY Actuals sheet.

important budget documents in one location.

Key Resources is a Shortcut widget with links to other sheets, folders, and workspaces. Add in
your workspace you created for this template set and add other shortcuts to centralize your

E.  Actuals by Department is a Report widget that displays the live FY Actuals report in the

dashboard.

Edit

Company Name - Budget Overview

B Total Costs

$2,478,158

YTD Actual

$7,900,000

YTD Budgeted Costs

$5,421,842

Total Cost Balance

e,musls by Department

Department

*Company Name* Accounts mm

Marketing
Accounting
Legal

Human Resources

Customer Success
Sales

Learn more:

Make Changes to an Existing Dashboard, Viewing and Sharing a Dashboard, Widget Types for Smartsheet Dashboards, Metric Widgets, Chart

FY Actuals
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https://help.smartsheet.com/articles/518547-create-edit-dashboard-portal#editSight
https://help.smartsheet.com/articles/2289957-sharing-a-smartsheet-dashboard
https://help.smartsheet.com/articles/518558-widget-types-for-smartsheet-dashboards#image
https://help.smartsheet.com/articles/518558-widget-types-for-smartsheet-dashboards#metric
https://help.smartsheet.com/articles/518558-widget-types-for-smartsheet-dashboards#chart
https://help.smartsheet.com/articles/518558-widget-types-for-smartsheet-dashboards#chart
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Step 4
Use the General Ledger Sheet (x12)

Use the General Ledger sheet to track your monthly budget and actual costs in each department.
Departments are separated into sections by hierarchies. Within each section are the categories for the
department. The formulas built in this sheet help you calculate the difference between budget and actuals
while other formulas automatically surface the final actuals as soon as it has been approved by the CFO.

A.  Modify each section in blue for your departments in your business.

B.  Month to Date Budget vs Actual calculates the difference between budget and actuals. There are
formulas already embedded in the parent (dark gray and blue) rows. Columns and rows with
formulas are locked so that editors cannot change the formulas.

C.  Check the box in the Send for Approval column to automatically send the CFO an approval request
to review and approve the actual cost. The CFO Approved column will automatically change to
Submitted when that request has been sent.

D.  Final Actual also has a formula that automatically surfaces the actual cost from the Month to Date
Actual column when the CFO Approved column changes to Approved. This is the formula: =IF([CFO
Approved]4 = "Approved", [Month to Date Actual]l4)

File  Automation Forms m

A& - BB Grid View v ¥ FiterOffv =< 5= Aral~ 10+ B I U S &+ A+ =~ =

2L P EE0 = $>% 9 0 .00 ~

. Account Monthto Date  Monthto Date  Month to Date Budgetvs  Send for .
Biime Code CEEILID Actual Budget Budget vs Actual ~ Actual % Approval Ehlfceaady [Eralicual =

@ M e, e @
| Management Fee . $48,446 . $52,506 $4,060 ;17 Approved $48,446
Corporate Pass Through Expenses . -$2,237 % Approved $2,237 O
| Payroll Expense . $112,636 . $3,000 -$109,636 -3,655% Approved $112,636 Bz
I e I =o%) e, e e I IR o
Management Fee . $118, 172, $150,619 $32,447 22% [v] Approved 5
Corporate Pass Through Expenses $1, 073 $0 -$1,073 0% [v] Approved

Payroll Expense

$18,061

Learn more:

Apply Formatting Automatically with Conditional Formatting Rules, Notifications: Keep Track of Sheet Changes, Control Who Can Receive Notifications
from Your Sheet, Contact List, Managing Contacts, Creating an Auto-Number Column



https://help.smartsheet.com/articles/516359-conditional-formatting
https://help.smartsheet.com/articles/542904-using-notifications
https://help.smartsheet.com/articles/2476586-control-who-can-receive-notifications-from-your-sheet
https://help.smartsheet.com/articles/2476586-control-who-can-receive-notifications-from-your-sheet
https://help.smartsheet.com/articles/796143-managing-contacts
https://help.smartsheet.com/articles/796143-managing-contacts#addindividually
https://help.smartsheet.com/articles/1108408-auto-numbering-rows#create
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Step 5:
Modify the CFO Approval Request

An automatic approval request workflow has been setup on the General Ledger sheets to expedite approval of
actual costs. When “Send for Approval” is selected from the dropdown menu in the CFO Approved column, an
approval request is sent to the CFO listed in the automated workflow right away.

File Automation Forms

A.  Modify the automated workflow by clicking

. - & ?
on Automation and select Manage Workflow in Autoration » 1
the dropdown menu. =d ;
Create a workflow:
B.  Then, double-click on the CFO Approval
o . . CFO Approval Request
Request workflow to edit its criteria.

Actions: Alert someone, Request an approval
Recipients: Linda Diep, All Shared Users 4
e

C.  Insert an email address in the Send an
approval request to Shared user or email.

Learn more:

Approval Request: Automatically Request Sign-Off on Work Items, Save Time and Work Faster With Automated Workflows

Step 6:
View Accounts to be Approved or Rejected Accounts with Filters

Filters are a great way to restrict views to the information you want to see on a sheet. The General Ledger sheets
have filters called Accounts to Approve and Rejected Accounts.

A.  Click on the Account to Approve filter to see rows

File Automation Forms

that have pending approval requests or the & - EGMW&Q—H — | [—_—
Rejected Accounts to see rows that have been Account . (T

. 22 Accounts to Approve  #' [F] W
rejected.

. 3 . . | New Filter...
B.  Selecting the filter will also prompt you with several 200 - Aceounting
options under the filter. b el
| Corporate Pass Through Expenses
. ) Interest Income

a.  New Filter

b.  Edit Current Filter

¢.  Duplicate Current Filter

d.  Delete Current Filter

Learn more:

Use Filters to Show or Hide Sheet Data, Naming a Filter to Save or Share



https://help.smartsheet.com/articles/504659-using-filters-to-show-or-hide-sheet-data
https://help.smartsheet.com/articles/504659-using-filters-to-show-or-hide-sheet-data#filter_named
https://help.smartsheet.com/articles/2476591-working-with-approval-requests
https://help.smartsheet.com/articles/2476191-alerts-stay-on-track-with-automatic-notifications-and-reminders
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Step 7:
Sheet Bonus: View or Edit Your Project Summary Data

For those with a Business or Enterprise plan, this template set utilizes the sheet summary feature. Both General
Ledger sheets include a pre-populated sheet summary that provides a standard, robust way to organize and
report on project information in your sheet. Here you can see a quick recap of budget versus actuals information
and CFO approval status. Open the sheet summary on the right panel to view or edit your project summary fields.
You can use formulas and reference another summary fields.

A.  (lick the sheet summary icon to expand the sheet summary. You can expand and collapse the right panel
to stay in the context of your sheet or maximize your sheet real estate when you don't need to view it.

B. To add fields, click +New Field.

C.  Name your field and select the field type: Text/Number, Contact list, Date, Dropdown list, Checkbox, or
Symbols.

D. To edit the field properties, hover over the right side of the field and click on the vertical ellipsis () to open

the field options dropdown menu.

B2 PmEmEs 0l = $% 9 0 00 [~

| to Date Budget vs Send for

Total Month To Date Budget (All Departments)

A
tvs Actual  Actual % Approval CFO Appro  gheet Summary ? X =
=N i) (i) o
Please provide feedback
B e N o
$4.060 8% Approve WHAT IS SHEET SUMMARY? =
) <)
-$2 237 0% Approve Sheet Admins can define, organize, and report on
critical information in this sheet with Sheet Summary e
-$109,636 -3,655% Approve such as team contacts, metrics, and deadlines. e
ﬁﬁ?ﬂ)v& Total Month To Date Actual (All Departments) C g i
-$1,073 0% Approve $1,094,038.00 HH
+
>

$1,027,449.00

Month to Date Budget vs Actual (All Departments)

-$66,589.00

CFO Approval Status: Submitted

2

CFO Approval Status: Approved

o]

l [ + New Field i

Learn more:
Define Your Work with Sheet Summary, Maximize Your Sheet Summary Usage, Create a Portfolio View with a Summary Report



https://help.smartsheet.com/articles/2476786-define-your-work-with-sheet-profile
https://help.smartsheet.com/articles/2479211-maximize-your-sheet-summary-usage
https://help.smartsheet.com/articles/2479206-create-a-portfolio-view-with-a-summary-report
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Step &:
Manage FY Actuals

The FY Actuals sheet is a central repository where you can roll-up the total actuals across all of the monthly
general ledgers . You can track and compare the total budget and actuals to make any necessary adjustments
before year end. We've designed this sheet with cross-sheet formulas so the metrics always reflect, in
real-time, the information in the underlying sheets.

A.  Row one are hyperlinks to the respective month's General Ledger sheet for quick, easy access.

B.  Overwrite the departments under each section to match the departments in the general ledgers.
Replace the account codes for each department.

C.  Ifyou add new departments in the General Ledger sheets, insert a new row and copy the formula.
The formulas will automatically recognize the account code you enter in the new row.

D.  Note that the cross-sheet formula in the January column references the General Ledger (01-January)
sheet and the formula in the February column references the General Ledger (02-February) sheet,
and so on, through December’s General Ledger.

File Automation Forms m

=] {8 Grid View * ¥ Filter Adal 10+ B I U S &+ A~ =-S5 & F B 2L Q@& = $-% 9 0 00 ~

B8 *Company Name* Accounts =
Marketing $145,477.00 , $268,067.00 ¢
(S

Accounting $196,994.00 $166,394.00 ¢ $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Legal $105,000.00 ¢ $254,684.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 A
Human Resources $164,434.00 $106,951.00 ¢ $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

IT $185,356.00 $180,975.00 ¢ $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Customer Success $151,424.00 $195,076.00 ¢ $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Sales $196,351. $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Learn more:

Cross-sheet Formulas, Create a Hyperlink to a Sheet, Report, or Website



https://help.smartsheet.com/articles/2476606-formulas-reference-data-from-other-sheets
https://help.smartsheet.com/articles/518326-creating-hyperlinks-to-sheets-reports-websites
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Step 9:
Manage the FY Actuals Report

The FY Actuals report is used to surface a table to the Business Budget Overview via the Report widget.
The Report Builder filters all rows that have an account code to only show the department financial
records and a summary across all departments.

o 2 star

8 EBGrdViews - 5= ~

Report Builder

| o
Marketing Mam"wg‘mezmnd 8 m m —
e
E

:

:

w

:

e

Human Resourd

= Restrictto: Giick Who button to unt Cod Giick When button to
1 sheets in scop roport againsta is not blank roport against a Date

07 Sheet Y Acuss

Learn more:

Build a Report

Step 10:
Customize the Dashboard

Provide a central location for your stakeholders to get a quick summary of your business financial health.
Easily customize the dashboard to include your financial resources by editing Key Resources in the Shortcut
widget.

, , . A
A.  Click Edit, to start editing the dashboard. ) 1 =) ) = e
B Y Company Name - Budget Overview =
B.  Hover over the “Key Resources” widget and a &
widget options menu will appear at the bottom T o
right corner. o
$5,421,842 o HE o e . -
mmmmmmmmmm & Jf Ed p & \Q«Kfo‘”
C.  Click Edit (pencil icon) to add and remove '
shortcuts. ey ey s e e e T

oy e Sy

a0 o
a0 P

gzresss
sssss
srees
gssssss
ssssses
sssss

£

Learn more:

Make Changes to an Existing Dashboard



https://help.smartsheet.com/articles/518547-create-edit-dashboard-portal#editSight
https://help.smartsheet.com/articles/522214-creating-reports#build
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Step 11:
Share Your Business Budget Management Template Set

Sharing is the best way to collaborate with others involved in - Stipet Sharig

Invite Collaborators Permissions @
you.r budget manag'ement process. You can shar'e your 2 [[eor-canerne ]
entire workspace with key stakeholders, or you simply share i Dt
individual items within the workspace. For more information

on sharing and permission levels, check out this infographic.

v Notify people Cc myself

> Collaborators (0) This sheet is in a workspace: _Template Set Workspace

| Share Workspace Share Sheet |

Learn more:

Workspace Sharing

FEEDBACK: Let us know what you think of the Business Budget Management Template Set! Share your feedback here.


https://help.smartsheet.com/articles/522067-workspace-sharing
https://help.smartsheet.com/articles/2476646-infographic-user-types-sharing-permissions-decoded
https://smrt.fyi/Feedback-Business-Budget

