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Safely opening the Excel file with the Macro

The Payroll Analysis Report provides a detailed breakdown of costings. The Consolidated Costings
Report Macro is designed to consolidate the costings within the Payroll Analysis Report into a
standardised columns which can be used to provide consistent reporting.

To safely open and use the Payroll Analysis Report with the Macro:

1. Download the file and save the attached Excel file to your Desktop or Documents.

2. Double click the file to open the file.

3. If a yellow Protected View banner is displayed at the top of the screen, click Enable Editing.

4. If a security warning such as Macros have been disabled, click Enable Content to allow the macro to
run.

Important:
Only enable macros if you trust the source of the file (which in this case is safe).

If you have any issues or the macro doesn't run as expected, please reach out the Connect Support
Team.

Using the Macro to consolidate costings

Step 1: Paste/refresh your payroll extract
1. Open the workbook.

2. Copy / refresh your payroll extract from the Payroll Analysis Report.

3. Paste this data within the sheet named Employee-Breakdown-Analysis... in the Consolidated
Costings Report (the sheet name can vary each period, but it must start with: Employee-
Breakdown-Analysis.

4. Ensure the first row contains the column headers from the payroll extract (from the Payroll Analysis
Report).
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Step 2: Complete the Data Input fields

1. Complete / check the following cells:
— School Name (C3)
— Tax Year (C4)
— Period (C5)

— Include totals for Cost Centre? (C6

'E[:ﬂ'n o
School MName ABC Academy
Tax year 206
Period 2
Include totals for Cost Centra? Yes

2. Select Yes to include TOTAL lines per Cost Centre on the EE Summary Report sheet.
3. Complete the following fields within the Consolidated Costings Report:

— Apprenticeship Levy in period (C8)

— Leave Rebate % (C9) e.g. 92% (or 109% for small Employer)

— Total Statutory reclaim (input) (D9) (Any line within the NI section of the report with the term
Recovered within it).

Apprentice levy in period {Located In P30 Report) 495
Total Statutory reclaim (Located In P30 Report) 731.72
LeaveRebate 0.92

The above fields can be found within the P30 Report.
Apprenticeship Levy
In the Apprenticeship levy in period (Located in P30 report) field, enter the figure in the

Apprenticeship Levy column of the P30 report.

Apprenticeship Levy: 43500

Met National Insurance Contributions: 15,876.34
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Total Statutory Reclaim

In the Total Statutory Reclaim box enter the total amount of all Statutory...Recovered lines within
the P30 report.

Employee Mational Insurance Contributions:
Employer National Insurance Contributions:

Statutory Maternity Pay Recovered:

Statutory Matermity Pay NIC Compensation:

Statutory Paternity Pay Recovered:

Statutory Paternity Pay NIC Compensation:

Statutory Adoption Pay Recovered:

SIatLﬂDr)rAdop‘tion Pay MNIC Compensation:

Statutory Shared Parental Pay Recovered:

Statutory Shared Farental Pay NIC Compensation:

Statutory Parental Bereavemnent Pay Recovered:

Statutory Parental Bereavement Pay NIC Compensation:

Statutory Parental Bereavemnent Pay (MIRE) Recovered:

Statutory Parental Bereavemment Fay (NIRE) NIC Compensation:

Statutory Meonatal Care Pay Recovered:

Statutory Meonatal Care Pay NIC Compensation:

Received from HMRC to pay Statutory Pay:
Employment Allowance Claim:

Apprenticeship Levy:

This is used for the reclaim check shown at the bottom of the Summary Report and located in the
P30 Report.

Leave Rebate

In the Leave Rebate field select 92% or 109% from the drop down menu.

Apprentice levy in period (Located In P30 Report) 495
Total Statutory reclaim [Located In P30 Report) 791.72
LeaveRehate 0.92
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Step 3: Run the report build
1. Click the Build Simplified Costings button within the Consolidated Costing Report.

Build Simplified Costings

This creates / refreshes:

— EE Summary Report (employee level, grouped by Cost Centre)

— Summary Report (cost centre totals + checks and levy totals at the bottom)
Note:
Total Cost already includes the Leave Rebate deduction

The Summary Report includes a Reclaim Check comparing: 92%/109% with the value entered in
C9.

If it differs by more than £0.05, it flags a mismatch.

If the message below appears, there are missing cost codes and you will need to add them
manually to the Cost Code Allocation Sheet within the Consolidated Costings Report and assign a
Grouping Column (Column C).

; Unmapped base headers found X

4 ! ‘ T Allccation chedc some base extract headers are not mapped in
L3, 'Cost Code Allccation
- AEOFEE
RENT
TR28
-T2 c

Add these to ‘Cost Code Allocation’ (CostCodeKey column) to ensure
they flow into the reports.

2. Once all cost code fields are complete. Re-click Build Simplified Costings.

Build Simplified Costings

The following window is displayed:

| Microsoft Excel X

Reports created
EE Summary Report (employee, grouped by Cost Centre)
- Summary Report (cost centre)

|
|
|
‘ Macro Versiore 1.1
| | o

The report is displayed with summarised totals for each Cost Centre.
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Example Report

Employee-Breakdown Analysis before using Consolidated Costings Report
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Employee-Breakdown Analysis after using Consolidated Costings Report

This report consolidates and standardises the format, grouping by cost centre
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EE Summary Report

This report provides an overall breakdown pert cost centre, not employee.

Statutory Parental  Statutory Sick Pay  Additionat Other Expenses Employee Employee Swdent Nable  Taxable  Pensionable Employer Employer
Sesotons CouComtry; |Forkus Sy |y (s59) Payments Deductions  Relmoursed  TATE% i Pension oan " by by camings N Poncion ety Rebete EneRpREe
ABCAcagamy (Btant) 2 1757 85055 0 0 151354 216854 73207 Isa62 225 1352736 1907404 1791351 1785096 229815 379255 L7152 250351248
ABC Academy STADM 2 753z [ 0 0 [ 05 32878 457.04 0 573746 725388 679684 725388 90043 15376 0 959217
ABC Academy stast 2 1495086 o %075 2744 13071 %44 42323 6584 0 1343267 1564805 1496121 1564805 172171 223815 0 19607.91
ABC Acatemy stcou 2 246947 0 0 50 0 %0 w2 12148 0 106827 204447 229799 200947 20412 44403 0 310762
#BCAcademy STLUN 2 a0sse 0 0 0 0 1708 0 %065 0 200511 30755 297591 20759 14859 38398 0 3%08.14
ABC Academy STNUR 2 1606 0 0 0 0 96 4% 9.3 0 WAL 16096 151624 16006 17880 34124 0 212073
ABC Academy STPRE 2 1508 0 0 0 0 238 0 7% 0 125484 15408 149284 1508 10602 18484 0 163166
ABC Academy STIEA 2 4429856 0 409 301618 0 6662.74 2466.25 B9 660 M7 4675564 4511972 4390245 650017 1044888 0 6490469

GRAND TOTAL 240743 5056 101065 329362 164425 1120668 407496 669187 B85 7463435 9900204 5309426 929%.17 1209808 1937155 7182 1299170488
Apprenticeship Levy 495.00
Statutory Reclaim {Input) 79172
Statutory Reclaim (Calc ® 92%) 79172 Reclaim check OK
Total Cost + Levy 13041204 *Leave rebate already considered in the Total Cost

Apprenticeship Levy « Total Cost = Total Cost

The fields are created from the data you entered within the Consolidated Costings Report.

Apprenticeship Levy 495, 00 |
Statutory Reclaim {Input] TaLT2 A

Stanutory Reclaim |Cale @ S3%) T91T72 [ 5= him check OK

Total Cost + Levy 130,413 04 rebate already considered in the Total Cost

This table provides a key to the Payment Summary and totals of all relevant cells.

Payment Summary

Payment Type Amount |Description

Salaries 74,634.35 |Net Pay Paid: Salary + Statutory Parental Leave « Statutory Sick Leave - Additions
« Deductions + Expanses . Deductions - Employee Tax - Employee NI - Empioyes
Pension - Empiloyee Student Loan

HMRC 28,070.02 |Employee Tax + Employee Ni + Employer NI +« Employee Student Loan + Levy -
Statutory Rebate

Pensions 26,053.42 |Employae Pension + Employer Pension

Third Party 1,644.25 |Deductions

TOTAL 130,412.04 |Total funding requirement: Salaries + HMRC + Pensions + Third Party

Step 4: Save your work

After running the macro, save the file to keep any changes.

Clear down ready for the next period (optional)

1. Click the Clear Analysis Sheet & Summary Outputs button to clear previous results before loading a
new period.

Clear Analysis Sheet &
Summary Qutputs

This clears:
Data below headers on the Employee-Breakdown-Analysis... sheet (keeping the headers).
Data below headers on EE Summary Report and Summary Report.
Cost Codes/headers are allocated via the Cost Code allocation sheet.
2. Re-map any pay elements within this section.
There is also validation to pull the headers as required to where values should be mapped.
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If a new Pay Code is present within the downloaded system Analysis Report of Costing Breakdown
(within Integrated Reports), a flag will show to notify you of these pay codes.

3. After running the macro, save the file to keep any changes.

The best approach is to use the same mapped document month after month in order to build your
own cost code allocation mapping, unique to your school. This will prevent the need to re-map
existing cost codes each month.

Troubleshooting

If the message below appears, these cost codes are missing and you will need to add them manually to
the Consolidated Costings Report.

.

B —
_{ Unmapped base headers found X

4 7 Allocation chede some base extract headers are not mapped in
4 ! % 'Cost Code Allccation

- AEOFEE
RENT
TR28

-T2 C

Add these to 'Cost Code Alocation’ (CostCodeKey column) to ensure
they flow into the reports.

oK
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