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Document Control 

Document Overview: This document outlines the step-by-step process for managing the Consolidated 

Costing Report Macro, alongside the Payroll Analysis Report in EPM Connect. 

Classification: Public 

Document ID: EPMC057 

Author: Lauren McGuire, Product Manager, Product Management 

Version: 1.1 

Date of Last Review: 2nd July 2026 

Last Reviewed by: Keren Prior, Director of Operational Excellence 

Date of Next Review: 2nd July 2027 

Document Approval  

The Director of Operational Excellence shall review this guide annually and shall determine whether 

any further changes need to be made prior to approval.  

This document was approved by Keren Prior, Director of Operational Excellence on 2nd July 2026 and 

is issued on a version-controlled basis under her signature. 

 

Document History  

Date of Change 2nd July 2026 

Summary of Change Entire document updated to improve clarity. 

New Version Number 1.1 

Changes to be notified to Keren Prior, Director of Operational Excellence 
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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 

 

 

 

 

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).  

 

 

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.   
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  
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Step 3: Run the report build 

1. Click the Build Simplified Costings button within the Consolidated Costing Report. 

 

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). 

 

 

 

 

 

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

 

The following window is displayed: 

 

 

 

 

 

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 

 

 

 

 

 

 

 

 

 

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.  

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

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

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. 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


