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1. Introduction 
 

The competitiveness of a company is determined not only by marketable services or 

products but also high-yield sales results. At least equally important are the business 

structures that ensure the future viability of the company. Small and medium-sized 

enterprises are at a disadvantage compared to large enterprises, since in the SMEs often 

all the resources are bound to the daily business. 

These business structures include also today key figure-based controlling. Not only is the 

liquidity driven by short-term, medium-term and long-term financial planning, but also the 

cooperation with foreign investors is performed on a sound basis. Therefore, enterprises 

are able for example to judge the success of their business on a monthly basis and 

engage in removing any mistakes at a right time. 

The banks expect nowadays that the owner or the management is in a position to present 

the business performance by means of yield and liquidity planning. Without business 

planning and the application of appropriate controlling instruments it is very difficult to 

achieve positive rating results. 

On the basis of this, the Hanseatic Parliament in cooperation with the Helmuth W. 

Mogendorf consulting company developed a controlling tool "Companies on Track" in 

order to support small and medium-sized enterprises in the introduction of controlling and 

business planning. Therefore, an Excel-based solution was introduced, since MS Office 

programmes are the most widespread ones in the SMEs. For the same reasons the Datev 

classification was used in the structuring of the data. 

We recommend reading the accompanying notes before using the program. Although they 

are primarily designed for novice Excel users, they also contain "Excel expert" information 

concerning the systematics of the programme. 

 



4 

 

2. Short Overview of the Programmes 
 

The following four excel files create transparency by presenting the most important data in 

a clear and compact way. They improve the decision-making basis. 

 

The recipients of these reports are typically the management and shareholders internally 

and externally banks, and specifically their corporate managers and credit decision 

makers. Due to a high significance, it is necessary to ensure the access to the programme 

for authorised persons only. The entry of data shall therefore be the task of the 

management. 

 

Short overview of the files:  

 

• "mustermann07" 

 

On the basis of previous data, the file presents the current and the planned budgets, as 

well as the medium-term development of the company. 

 

• "mustermannkonsolidiert07" 

 

"mustermann07" allows for observing different business units separately and in a 

consolidated way.  

 

• "mustermannkenn07" 

 

Is a powerful tool for yearly financial controlling by an ongoing, monthly comparison of the 

actual and planned and past values and their graphical representation. 

 

• "mustermannliqui07" 

 

Enhanced with the short-term liquidity analysis, the view from the BAS (business analysis) 

at the level of the business account, in which BAS neutral changes are taken into account, 

e.g. by deposits and loan repayment. 

 

In general, the user can customise the worksheets to the requirements and perform the 

BAS of the company. The structure used here is based on the DATEV-BAS. 

 

The four files are not linked in order to ensure clarity and data security. This ensures that 

none of the three files is changed by the operating and personal adjustments. Therefore, 

the necessary data may be entered multiple times.
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3. mustermann07  

3.1. Purpose and Overview 

 
The completed programme "mustermann07" allows the qualified third party to have a quick 
overview of the medium-term development of the company where it comes from, where it 
stands and what it wants to achieve. The file provides also the simulation of future events. 
 
For this purpose, it lists 

 1. the last three balance sheets,  

 2. the current BAS data in comparison with the expectations and  

 3. the planning for the next year 

 

in absolute and percentage terms.  

It is advisable to build in the data quarterly. 
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3.2. Application of the Programme 

 
The user overwrites "0.0" for the data entry. The programme calculates the corresponding 
percentages from it. 
 
First, the user provides the previous balance sheets and the plan for the next period. The 
process for the current year is represented here by the examples of sales. 
 
The entry begins with the expectations for 2007. The data is in the fields "Sales div." and 
Result", and the corresponding positions in the column "Rest" are automatically applied by 
the programme. 
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By entering the BAS of the reporting period, the gap with the expected data for the full 
year and the balance is reduced accordingly. 
 

 
 
Below the table there is a space in which it is necessary to list the funding structure of the 
company. It is advisable to sort the loans by the term state (long-term, medium-term and 
short-term) and add the appropriate credit numbers. 
 



8 

 

In the uncovered rows it is possible to specify additional types of costs to make the 
company-specific table more meaningful. 
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4. mustermannkonsolidiert07  

4.1. Purpose and Overview 

 
"mustermannkonsolidiert07" reflects the fact that it is meaningful in some cases to 
consider not just the company as a whole. It may be more useful for example to 
differentiate according to the business sectors, products and product groups first, and then 
to consolidate. 
 
The file consists of four tables which are constructed individually as "mustermann07." The 
first three are for separate consideration, and the fourth one consolidates the previous files 
automatically. 
 

 
 

4.2. Application of the Programme 

 
The use is identical to that of "mustermann07". Each entry in one of the first three tables 
has an effect on the fourth one - the consolidation table. 
 
By the entry e.g. of the expected (partial) turnover in 
 
Mustermann 1,  
 

 
 
Mustermann 2, 
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and Mustermann 3 
 

 
 
the expected sales result appears in Table "Mustermann consolidated." 
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5. mustermannkenn07  

5.1. Purpose and Overview 

 
For the yearly financial control, "mustermannkenn07" presents the ongoing, monthly 
comparison of the actual place in the planed and past values of sales, costs and results. 
Then there are the actual values of orders and inventory. The liquidity is presented along 
with the current accounts, the debtors and the vendor credits and displayed graphically, 
like the turnover. 
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5.2. Application of the Programme 

 
The order of the data entry is up to the user. 
 

5.2.1. Table of sales 

 
In this example the turnover plan is entered first. From the subsequent entry of the actual 
data for the current year, the programme calculated the percent deviation from the 
planned values. 
 
The column "Expected" is to be filled, if the circumstances of the current year have 
changed in a way that the planned values become unrealistic. Thus, the adjustment of  
planning will be documented. The evaluations are not affected. 

 
The planned and the actual revenues are automatically reflected in the results table, 
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and presented in the form of a diagram together with the values from the two previous 
years under the table. 

 
 
In addition to the small display on the worksheet "All Measures", the file 
"mustermannkenn07" provides also a large graphical representation of the sales. This 
diagram – each for colour and black and white prints – is located on other worksheets that 
can be selected from the lower bar. 
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The actual revenues from the previous year, the actual sales from the current year and – 
as a "red thread" – the planned sales for the fiscal year are presented in the diagram. 

 
 
 
The printing of the graphics is described in the chapter "Printing."
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5.2.2. Table of results 

 
Thus the column "Deviation" presents not only negative values at the beginning of the year 
and add up to a high seasonal variation, the formula linking the months from March to 

December is not active. 
In order to activate the link, the user needs to: 
 
1. mark the field January in the column "Deviation" [column E and row 31 – later only E31] 
and the fields below – in order to show the actual data. 
2. Then the user goes to File "Edit"  
3. Command "Complete" 

4. Command "Down" 
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and obtains the deviations of the previous months individually and collectively. 

 
The "YTD" row [44] or "Year to date" row indicates how far something has progressed to 
date in the current year or reporting period. The YTD period on 15 January corresponds to 
1st to 15th January and the YTD period corresponds to 1st to 20th January accordingly. 
 
In the example, the planned 3,000,000 Euro in annual turnover [C43 and D45] at the end 
of August already 2,079,000 is targeted, representing 69.3 per cent [D44] of the projected 
annual value. 
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With the completed plan and recent existing costs or revenues the table looks like this. In 
this case the user completes only the white fields with the exception of the Material / 
Product column [F]. The expenses are summed up and subtracted from the revenues. This 
result is provided in the Results column in total and in the percentage of sales. By entering 
the planned expenses 07 [44], the programme is allowed to calculate the percentage YTD 
figures. 
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5.2.3. Liquidity 

 
The liquidity balance is derived from the actual current account credit, the debtors and the 
creditors. They are represented in the middle of the worksheet [for printing the graphics, 
see the "print function"]. The yellow cells filled with "1.1" situated under the current 
accounts, customers and vendors should point out that the values in these three columns 
refer to the beginning of the month. In contrast, the values in the other columns (e.g. sales 
in January: 200,000) refer to the end of the month. 

 
 
In addition to the small display on the worksheet "All Measures", the file 
"mustermannkenn07" offers also a large graphical representation of liquidity. This diagram 
- one each for colourful and black-and-white prints - is located on other worksheets that 
can be selected from the lower bar. 
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5.2.4. Table of stocks 

 
The lines allow the distribution of the inventory into different subgroups. In the example, it 
is divided according to the maturity of the stocks. The above classification should be 
adapted to the business reality. There are no automatic calculations in this table. 
 

 
 
 

5.2.5. Table of incoming orders 

 
14 lines are provided in the Table for different contracting authorities. The distribution is up 
to the user. Not all lines have to be filled. Possibly these can be "Top 10 customers" and 
"Other." In the last lines the totals are automatically calculated for particular clients. 
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6. mustermannliqui07  

6.1. Purpose and Overview 

 
Through the consideration of BAS-neutral changes, such as deposits and loan 
repayments, private taxes and liabilities, as well as the time shift between debtors and 
creditors, the file "mustermannliqui07" is based at the level of the business account. It 
presents a picture of the situation concerning the short-term liquidity. A bottleneck can be 
identified in advance. If the programme has an improved view according to bottlenecks, it 
can be a basis for argumentation in discussions concerning increasing the credit line. 
 
The folder includes five sheets. The liquidity plan (with gross sub-items), the liquidity plan 
copy template (with detailed sub-points), as well as three blank worksheets. 
 

 
 
The liquidity plan that better suits the company and was established to meet the business 
conditions may be placed into one of the free worksheets using "marking / Menu copy and 
Menu paste." 
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Naturally, the "official way" also works: 
 
1. Use the right mouse button to click on the desired sheet and  
 
2. click on "Move/Copy…", 

 
 
 
3. uncheck "Create Copy" and select "(move to end)", 

 
and we obtain a copy of the sheet. (Here: "Liquidity plan copy template (2)") 
 

 
If the work is not performed in the original sheet, the user does not have to delete the data 
after the end of the considered period and the data from this period is saved. 
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The upper table on the sheets of the "Liquidity Plan" or "Liquidity Plan Copy Template" is 
the working table. The bank balance and the credit line is entered in the table below. 
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6.2. Application of the Programme 

 
The tables are based largely on automated calculations, which allows for quick and easy 
creation of financial or liquidity plans. 
 

6.2.1. Blue figures 

 
Blue figures (using "0" by default) indicate protected cells (fields). They are not filled in by 
the user and not the programme. This means that the programme calculates the content 
from the user input. 
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The arithmetic operations work in the "zipper method", i.e. the calculated bank balance 

"end of the month" is the beginning if the balance of the following month, etc. 

6.2.2. Red figures 

 
The user overwrites the respective numbers in the red box below the working table (with 
"0" by default). 
In the line "Bank balance beginning of the month" there is only a single input, namely the 
actual value at the beginning of the planning period. 
 
The credit lines are entered monthly, whereby the programme takes into account variable 
inputs. 

 
The information is automatically transferred to the working table.
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6.2.3. Figures 

 

 Deposits and withdrawals  
 
All entries are made without reference to the sign, i.e. positive and negative values are 
found in the financial balances correctly taken into account.  
 

 other items (below Financial Balance 2) 
 
Input with an appropriate sign (see example investments = -5000,-) 

 
 

6.2.4. Adjust the considered period 

 
Obviously, it is also possible to – by simple overwriting – to transfer the one-year planning 
of January to December into planning from June to July, in order to meet the respective 
requirements. 
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7. Printing function  

7.1. General 

 
The print function in Excel is a bit different than in the other programmes of the Office 
package, which is due to the fact that the tables or sheets can vary greatly in height and 
width. Therefore, the user of the programme needs to select the area which is to be 
printed. 
 
In the case of the files described above, the process is the same in each case. 
 

• First, mark the table contents (hold the left mouse button and drag) 

• Menu "File" / "Print area" / "Set print area" 

• Menu "File" / "Page preview" 

• In the page preview press "Layout" and "Page layout" "Fit to: 1 page width / page height" 

• start the printing process
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At this point, the process is presented by means of the "mustermannliqi07" section. 
 
 1. Mark the table contents first (hold and drag the left mouse button) 
 
 2. Menu "File" / "Print area"  
 
 3. Set "Print area" 
 
 4. Choose menu "File" / "Print preview"  
 

 
 

o Apply "Layout" in the side view 
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o and set "Landscape" and "fit to 1 page width / height" 

 
 

o Start the printing process 
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7.2. Graphics in mustermannkenn07 

 
The printing of graphics is different but it is built up much easier. 
 

o The diagram is clicked up or down with the left mouse button, and therefore it is 

marked. 

 
 
 

o Menu File / Print command 
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o the user enters the printer menu in the "Selected diagram" and clicks "OK" to 

acknowledge the selection. 
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8. Notes 


