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Guide for Administrators (ordinary users should turn the page)
The database needs setting up for individual users.  The following things need to be done to the reports:

1. Change the title of each report to include the name of the department.
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Budget report (data by category)
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2. Change the formula at the foot of each report by adding the relevent budget allocation in.
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Budget report (data by category)

Category Date  Orderno.  Amount Detail
Resaurces
03012007 34857 £4300 paymentfor stationery
3101007 35559 #0000 paymentfor new GCSE books
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Open up Microsoft Access.  

Click file and then open and browse to find the Budget Planner file.  When you try to open the file, you may see a message warning you that the file you are trying to open contains macros and may be unsafe.  In this instance, click ‘open’ because you can be sure that this file is safe.

The main screen of the database should then appear.  It has three options: input data, edit data and view data.


1. Input Data

The Input Data screen should be used whenever money is spent.  There are six boxes on the screen and they should all be filled in where possible (in some circumstances you may not have a supplier or order number).  The detail box allows you to add any other information, e.g. if you select resources from the reason box, you might type the name of the textbook and the number of books that you bought into the detail box.

You can either use the mouse or the tab key to move through the boxes. 
Clicking save data will clear the screen to allow you to input some more information.  Clicking main menu will also save the data, but it will also close the input data screen. 

2.  Edit Data

There may be occasions when you want to edit the data that you’ve entered, e.g. if you realise at a later date that an item cost more than the figure you entered.  Clicking the edit data button from the main menu will bring up the main data table.  This table controls the entire database and is therefore where all of your data is stored.

The main data table is like an Excel spreadsheet.  You can add, delete or edit the information stored in this table so you could use it as a data input screen if you aren’t comfortable with using part 1 of this guide.  Remember that any information deleted here is lost!  If you want to clear your database for the new financial year, just delete all records from this table.

To close the table, click on the cross at the top right of the screen and you will be taken back to the main menu.



3.  View Data

The view data screen has three options.  You can either view your data broken down by categories, by month or by supplier.  
You can zoom in or out of reports and print them.   An example of a report is shown on the following page.


Understanding a report:



The Main Menu





The Input Data Screen





The Edit Data Screen





The View Data Screen





This button will close the whole database.  Any data will automatically be saved.





This button will close the report and take you back to the main menu.





Grand total spent so far.





Percentage of the total budget spent so far.





Percentage of the budget so far spent on this category.





Subtotal of the category.





Zoom button





Print button
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