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Software to run with your office like a Project Manager
without hiring a project manager.

Finance — Personnel — Order Management — Scheduling - Issues




First download the ZIP file and install the files.

Open “Easy Office Management V1.xIlsm” -

When you open in EXCEL, be sure to Enable Content. Click here
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Rather than SAVE, a PDF
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location for the save is the
SAME location as the
Easy Office Management
spreadsheet.

The “Tab Name” and “Date”
are part of the file name to
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Add Tasks under Task
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Using “<“or “>” to
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Tasks get rolled up to the
header.
When you ADD or
REMOVE data, hit
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to recognize the data. G e S Cplumn N: User e
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OD = Overdue
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Column J: Task overdue the tool
Average estimates end date.
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2 |Ane Ane Beck Project Sponsor Ane.Beck@email.com
3 |Arifa Arifa Boon Developer of Widget Arifa.Boon@email.com
4 |Ashwini Ashwini Bradnos Developer of Fidget Ashwini.Bradnos@email.com
5 |Bill Bill Crown Project Manager Bill.Crown@email.com
6 |Chandra Chandra Dillan Resource Manager Chandra.Dillan@email.com
7 |Cheryl Cheryl Donway Computer Specialist Cheryl.Donway@email.com
8 |CostaRica Costa Rica Marketting Costa.Rica@email.com
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3 |Project | |Meeting0rganizer ‘
4 |6/7/2017 |Location

— This is a general meeting form.
5
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6
Rather than SAVE, a PDF Print option
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for logical
grouping as
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Project Health Group

Fi

Customer 2 ABC
Supplier 2 Main Goods

Task List

DRMULAS DATA REVIEW VIEW DEVELOPE] QuickBooks
— ®-  E¢WapTet General
&= = Merge & Cent $-% 2 @R
m Alignment [ Number m
D E F G
Vendor Name Contact Phone
Bob Smith (800) 800-0000
Robert Smith (800) 800-0002

To use this first add
names to the “Customer”
or “Supplier” tabs.

Column C: Pull Down to
select Customer or
Supplier

Column E: Pull Down to
refine by name.
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Date Order # Ordered Received Date Term Days Date Amount  (Credit)
Basic Order Tracking: Basic Order Tracking:
Column H: Order Date Column N: Received (Yes, No,
Column I: Order Number (if known) Partial, etc.)
Column J: Order Number (if known) Column O: Quantity Received
Column K: Quantity Ordered (Number)
Column L: Piece Price (Useful for Column P: Invoice Date
tracking portions of assemblies Column Q: Payment Terms in days.
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Column R: Last Paid Date
Column S: Payment Amount
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after
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cost without Liability
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quantity and examples:
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5 c Vendor Type On line 2 are values. You
& E Vendor Name .
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reference grid. It will
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The report will populate based on
the criteria on the specific line.

Rather than SAVE, a PDF
Print option is available.
The location for the save
is the SAME location as
the
Easy Office Management
spreadsheet.

Adding criteria further limits the
results.

Each box contains
drop-dOWn flelds tO Filters will be honored from left to

select Specific data. right, meaning column A, then
column B through D.

Be sure to choose your drop-down

The SeIeCtabIe data data from Left to Right. Blanks in
iS based on the the Right-most columns will be

ignored. Blanks in skipped columns

name on |ine 3 are considered as “blanks” in the

lookup.

The “Tab Name” and

“Date” are part of the

file name to help you

find the PDF file with
ease.
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18 p Column G: Full Year . IO .
19 d : Any Value (Column S) are provided, In case you categories:
20 ownin Forecast (What you o : o o )
21 | At d) additional financial information is don’t get Forecast Parts (Integer)
22 nee : :
5 SLLULL s L Vva I ues R available. full credit Ordered Parts (Integer)
g;‘ select : Column K: Full Year Forecast Dollars for returns. Forecast Dollars (Calculated)
e Order (What you .
X Customer or asked for) Column L: Money Spent, not Parts Returned (Integer)
5 Supplier necessarily paid. Parts Received (Integer)
29 pp o Column [: Full Year e
30 . Column M: This month Orders Settlement Dollars (Calculated)
2 Then pull parts received o .
> Col S EUNY Column N: This month received
= down the :rt:sn::u;rnl:ed ear Column O: This month paid Always add the forecast, orders, etc.
§§ name in P Column P: Money you will need to to the correct month. 12 month
7 column C. satisfy upcoming forecast limit.
39 Column Q;: Full Year projection of
0 actuals (past) plus future projection.
b Scroll to
2/ || Add records e
! S : xpose dates
“ via pull down Nothing is added in Yellow (calculated) boxes. Instead, 1 forp .
47 . you will enter your Forecast, Orders, Parts Received, P .
48 the hit . . : upcoming
49 Parts Returned by month by scrolling using bottom right
5 ~PD scroll bar ST
52 Records. :
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Relationship Supplier Supplier Relationship Recoieq —FY Parts Ordered lloee . Semlement | FEmaining Forecast .
3 Name Name Hint: |PullDown Column Names On line 2 are values. You
4 Customer ] ] 50.00 50.00 50.00 50.00 A Relationship .
5 € [Customerupplier Name can select via drop-down
6 D Part NamePart Numbeér .
7 Supplier 0 0 50.00 50.00 $0.00 5000 E_|Funding Bucket values from this
8 F Account . .
K___|FVrorecast Dollars reference grid. It will
L Purchases to Date )
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Rather than SAVE, a
PDF Print option is
available. The
location for the save
is the SAME location
as the
Easy Office

The report will populate based on the criteria on
the specific line.

Each box contains
drop-down fields to

select specific data. Filters will be honored from left to right,
meaning column A, then column B through D.

Adding criteria further limits the results.

Management

The selectable data Be sure to choose your drop-down data from spreadsheet.

is based on the Left to Right. Blanks in the Right-most columns
e e will be ignored. Blanks in skipped columns are
I . considered as “blanks” in the lookup.

The “Tab Name”
and “Date” are part
of the file name to

help you find the
PDF file with ease.
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Compan: Address City State Zip Contact Phone Contact 2 Phone Discount Terms Ordered Paid Outstanding
ABC .1 ABC Way Hometown OH 12345 Bob Smith (800) 800-0000 Fred Smith (800) 800-0001 0 30 days s - s -

Any values

Quick calculations for
each company by name.
This is a roll up of money
spent, paid, and
outstanding balance.
Uses data from Purchase
Orders sheet.
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13
14
15
16
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19
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& Clear~

Quick calculations for
each company by name.
This is a roll up of money
spent, paid, and
outstanding balance.
Uses data from Purchase
Orders sheet.
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER QuickBooks Bill Kassler -
- = i View Side by Si
i B I vee @emess Q [3 [ E H O spi ew Side by Side ==}
o T iHide Synchronous Scralling
Normal Page Break Page Custom [ gridlines [+ Headings Zoom 100% Zoomto New  Arrange/Freeze . Switch Macros
Preview Layout Views Selection Window Al / Panes~ L Unhide Reset Window Position | Windows~  ~
Waorkbook Views Show Zoom Window Macros ~
- f.\‘ v
A B C E G H | J K L M N [¢] P Q R S T u \i W z Al AB AC AD -
Selective Use First/Last |or Resource Full Name Mixed Report Repart Report Report Report | Report Actual exceeds warksheet R=port | 1-Jan Final Final Final 1-Feb
Details First Name | Last Name Full Name Rec Lookup Name Manager Employee Role Approved | FY Estimate FY Forecast FY Current Current  Remaining FY Rate Rate ' Rate | Forecast Forecast  Actual Actual | Forecast  Fq
; Type Dollars Over Dollars Actual Month Month Forecast Projection = Change Override S Hours Dollars Hours. Dollars Hours D
Add Details (Short) Dollars Forecast Spend by Month
1Bab Smith 3 Bob Smith 50.00 $1,200.00 50.00 $0.00 $0.00 $800.00 T $10.00 a0 $400.00
Bob Smith Dan Man 3 Bob Smith 50.00 50.00 50.00 50.00 $0.00 50.00 T 510.00
Fred Smith 5 Smith, Fred 50.00 §1,350.00 50.00 50.00 $0.00 51,350.00 T 510.00 40 5400.00
Dan Man Man, Dan

People Planning

Use both column B and
column C to enter a name.
(0]

Use only Column E to enter a
name.

If using only column E,
duplicate entries are
highlighted in yellow.
Note: If ALL are supplied,
columns B&C are favored.

The key to names is to find a
matching record in the tab
“ACTUALS.” Matching records
produce a matching line
number.

Wildcard * is valid in some
cases.

Project Health Group

Task List

Tracked and Aj

roved

Resources

Any values

Lﬁ“..""“’.ve“ than 1x per month) b. Forecast Dollars
ollars In e
aalluing LS Column R: Remaining Forecast for (Calculated)

provided, gives
an estimate of

excess or Actuals + Remaining Forecast “ACTUALS”)
shortage of (Duplicate names will have a value of Actual Dollars
cash. zero in all calculated records.) (Extracted from sheet

Name Lookup Modifier with

Column E use ONLY:
Example: “Bob Smith”

Results for each selection.

Mixed: Smith, Bob
As Is: Bob Smith
Upper: SMITH, BOB
The goal is to match a
in tab “ACTUALS”

Meeting

Purchase Orders

People Forecast Financials
Column N: Full Year Forecast by line

Column O: Full Year Actual by line
Column P: Current Month Forecast
Column Q: Current Month Spend
(Useful if you do your financials more

Grouping by Month

Each month has the same

categories:

a. Forecast Hours
(Integer)

Actual Hours
(Extracted from sheet

the month
Column S: Full Year projection of

“ACTUALS”)

Rates and Calculations:
The rate is the “hourly rate” and it

can be derived from the “ACTUALS” Scroll to

table. expose dates

T = Value from table in a column. for past -

C = Value calculated (Paid / Hours ) upcoming
MEIE O = Override by specifying values in TG

column T and column U.

P O Report Supply-Demand S D Report Forecast Actuals Forecast Report Actuals Repord ...

Supplier

Customer
o
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Formatting = Table~
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H
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Good

Styles

J

Hyperlink

Neutral

Calculation
Input Linked Cel
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TS

ZAutoSum - A
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L

Sort & Find &
& Clear~ Filter ~ Select~
Editing ~
v
Q R 5 T L

2 B - x
Bill Kassler -

Use this or End

First Name

Last Name

Use this or

Ignored Full Name Compare Ignored Ignored Used Used Ignored ) Used
1 Date Compare Compare Accounting Date
2 |Project Full Name Activity Accounting Date |Department Hours Amount First Name Last Name Start Date End Date Rate
3 |ABCProject % PMP 1/15/2017|Test 10 400(Bob Smith 1/1/2017 1/15/2017 10|
4 ABCProject X DEV 1/15/2017|Construction 40 400|Robert Smith 1/1/2017 1/15/2017 10|
5 ABCProject Smith, Fred TEST 1/15/2017|Bricks 40 400(x 1/1/2017 1/15/2017| 10,
6 ABCProject X 2/1/2017|Support 40 400|Bob Smith 1/18/2017 2/1/2017 10|
7 ABCProject X 2/1/2017|Demolition 30| 300|Robert Smith 1/18/2017 2/1/2017 10|
& ABCProject Smith, Fred 2/1/2017|Nursing 30 300|x 1/18/2017| 2/1/2017 10
9 NOTSame X 12/1/2017|Armed Forces 40 400|Bob Smith 11/17/2017| 12/1/2017| 10|
10 NOTSame X PMP 2/1/2017|Cleaning 20 200(Robert Smith 1/18/2017| 2/1/2017 10
11 |NOTSame Smith, Fred PMP 3/1/2017|Ministry 20| 200|x 2/15/2017 3/1/2017 10|
12 Bonus Smith, Fred None 4/15/2017|Developer 0 450(x 4/1/2017 4/15/2017|

It can be done via email, or in some cases, live via a remote connected session.

Configuration charges are extra, and you must contact us to do the configuration at a moderate charge.

The ACTUALS sheet is a “demo” sheet. You may continue to use this table, or you may have another timekeeping
method. You are welcome to use the timekeeping method of your choice. The key is that you COPY the entire EXCEL
spreadsheet of data into THIS SHEET for your actuals.

A note of caution: If you choose to use another timekeeping program, like CLARITY, or any other — the sheet will not

look like the one above. You will have to reach out to us and get some configuration work done on your version of the
program to “match” values. For example, configuration will tell the program which column of data is HOURS vs. RATE.
If you choose to use this table for timekeeping, keep lines 1 & 2 in tact (no changes). Add data below each header.

Forecast | Actuals | Forecast Report ‘ Actuals Repori ... ()
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HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER QuickBooks Bill Kassler -

= ¥ Cut . = = _: _ =2 | 3 AutoSum ~+
D B Copy - _ A A == & ¢ Wrap Text - '_:Jd Normal Bad Good Neutral [alculatmn @ = H]
Paste B IU- - di-A- === &= Merge & Center $ - 9% » %0 g0 Conditional Formatas Explanatory ... Hyperlink Input Linked Ce \nsert Delete Format Sort & Find &
- ¥ Format Painter - o T Formatting = Table~ & Clear~ Filter - Select =
Clipboard ] Font ] Alignment [F] Mumber ] Styles Cells Editing ~
A B C D E F G H | J K L M N o P Q R S T u \4 W
H 1 | 1 | K | s | o [ M PDF Print
FY Estimate Y .
Lookup Name Manager Employee Type R%:;D"ETS Qver Approved Dollars ThIS IS a reference grld.
3 (Short) Hint: PullDown Column Names .
4 [ bobsmm ST D s000 ET R~ Jiookup Name On line 2 are values. You
5 1 Manager .
: I tomoe T can select via drop-down
7 K Role H
s i re %% %% %w %% e Jruiame values from this
g FY Projection . .
e actont boliars reference grid. It will
FY Estimate0va B
change name on line 3.

Rather than SAVE, a
PDF Print option is
available. The
location for the save
is the SAME location
as the
Easy Office
Management
spreadsheet.

The report will populate based on the criteria on
the specific line.

Each box contains
drop-down fields to

select specific data. Filters will be honored from left to right,
meaning column A, then column B through D.

Adding criteria further limits the results.

The selectable data Be sure to choose your drop-down data from
is based on the Left to Right. Blanks in the Right-most columns
will be ignored. Blanks in skipped columns are
considered as “blanks” in the lookup.

The “Tab Name”
and “Date” are part
of the file name to

help you find the
PDF file with ease.

name on line 3.

Grou| Task List Tracked and Approved Resources Meelln Pun:hase Orders PO Re ort Suj -Demand
P PRt g P pp!

s

5 D Report Customer Supplier | Forecast ‘ Actuals Forecast Report Actuals Reporl ...
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Actuals Report

The report will populate based on the criteria
on the specific line.

Each box contains

drop-down fields to

select specific data.

Adding criteria further limits the results.

Filters will be honored from left to right,
meaning column A, then column B through C.

Be sure to choose your drop-down data from
Left to Right. Blanks in the Right-most
columns will be ignored. Blanks in skipped
columns are considered as “blanks” in the
lookup.

% The selectable data
3 is based on the
a2 name on line 6.

L

BK Vision Management Easy Office v1.00 - Excel " H - & X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER QuickBooks Bill Kassler -

o res! R

E}‘()Cut _ A A 4 Wrap Text General i Normal Bad Good Neutra @ ."‘“m‘“m H

Ea Copy - Z [% Fill -
Paste B I U & A &< 5= Merge & Center - 0L 3 0 o0 | Conditional Format as lzl Hyperlink Input Insert Delete Format Sort & Find &

- ¥ Format Painter - e 3 ’ me Formatting = Table J - - & Clear~ Filter - Select =
Clipboard ] Font Alignment Mumber Styles Cells Editing ~
- £
A B C E F G H 1 K L M N Q P Q S T u v W X A z Al

5 Full Name First Name Project Hours Amount Pay Periods PDE Print
T Smith, Fred - 90 51,350.00 )
g o g
3 This is a pull-down.
10 A
11 S o So00 Choose either Full Name
12
b or Last Name to populate
14 B 0 $450.00 1
b the column of data.
16

Rather than SAVE, a
PDF Print option is
available. The
location for the save
is the SAME location
as the
Easy Office

Management
spreadsheet.

The “Tab Name”
and “Date” are part
of the file name to

help you find the
PDF file with ease.

Meeting Purchase Orders ‘ P O Report | Supply-Demand Customer Forecast Actuals Forecast Report ‘ Actuals Report Business Decisions.

S D Report Supplier

Action ltems | Change Requests | Risk |
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Input

Xipm=]

FILE HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW DEVELOPER QuickBooks Bill Kassler ~

=31

o = AutoSum =
% Cut Calibri -l A A == #- E—FWrapTa:t General - # | Normal Bad Good Neutral Calculation El 3 Autasum H
Em Copy - o - - Fill =
Paste - BIU- - H-A- === €5 Merge & Center $ -9 s %0 pg  Conditional Fermatas Explanatory ... Hyperlink Input Linked Cel —| Insert Delete Format ¢ Sort & Find &
- Format Painter - N Formatting - Table - - - - & Clear~ Filter - Select =
—-_ Clipboard n Font 5 alignment 5 Number n Styles Cells Editing -~
1124 - I v
A B C D E F G H | J K L M N [¢] P Q R S T U«
- Decisio ~_Priority - Discussion - Decision Maker - Open - Approvec - Implement -~ Change Request - Document Link —
1[Need this 1[Hello Creator 3/10/2017 3/10/2017

Dates will ALWAYS pull
down today’s date.

O e W

Any Values

Use this sheet to document
business decisions that you
want to track.

Meeting Purchase Orders P O Report Supply-Demand S DReport | Customer Supplier Forecast Actuals Forecast Report Change Requests. Risk

Actuals Report Business Decisions | Action ltems

-1# l
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s BK Vision Management Easy Office v1.00 - Excel E - &

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER QuickBooks Bill Kassler -
- E}‘;E:;y ) Calibri o <A A FE= ¥ EwepTet Date - ;‘J Normal Bad Good Neutral : gﬂﬂ EX E ::tfs“’" " éY H
Pa'ste S Format Painter B I U- ii- Mo A- === == EMerge&Center - § %o 2 FCOO’:’::LE‘DHH;I' F?rrar;‘a:vas Explanatory ... Hyperlink ’Input—‘ Linked Cel = \ns‘ert Delvate For:nat & Clear~ éﬁgﬁ 52‘\1;&
Clipboard ] Font ] Alignment [F] Mumber ] Styles Cells Editing ~
- Jfr | =ropar() v
B C D E G H | 1 K L M N [¢] P Q R S T u T

E
- Priority -_Discussion On Issue - Owner S Open - TargetDate -  Closed -

Dates will ALWAYS pull
down today’s date.

Any Values

Use this sheet to document
action items that you want
to track.

Action items need to be
closed by specifying a
closed date.

Meeting Purchase Orders P O Report Supply-Demand S D Report Customer Supplier Forecast Actuals Forecast Report

Actuals Report

Business Decisions. Action ltems Change Requests
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HOME INSERT PAGE LAYOUT FORMULAS DATA

o . e P .
¥ Cut Calibri o A A== B E"‘WrapTact Date - -- 4  Normal Bad Good Neutral Calculation @ 3 AutoSum H]
Em Copy - o - - Fill ~
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Dates will ALWAYS pull
down today’s date.

Any Values

Use this sheet to document
. change requests that you

T want to track.

2 Change requests need to be

closed by specifying a
2 closed date.

s Change requests could also
“ be tracked items.

Meeting Purchase Orders P O Report Supply-Demand S D Report Customer Supplier Forecast Actuals Forecast Report Actuals Report Business Decisions. Action ltems Change Requests Risk
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REVIEW VIEW DEVELOPER QuickBooks Bill Kassler -




Blue User
Input

Risk Management

=] &+ - BK Vision Management Easy Office v1.00 - Excel 72 B - 8 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER QuickBooks Bill Kassler -
Sy b cut Calibri - Vrap Text Normal Bad Good f] | 2 Awosum = ik
aste B COPY 7 LU Merae £ Conter - 53| Conditional Format a5 | [ aal]] Hyperlink inert Detese Format | 21 Sort & Find &
¥ Format Painter erge & Lenter " Formatting - Table - - - # Clear~ Filter = Select =
_* Clipboard r] Font Alignment Mumber Styles Cells Editing ~
T f\ [ABC] Project Budget .
A B C D E F G H J K L M -
2 PDF Print
3 |Risk - from Tracked & Approved Risk T Business/Project Impact if it occurs: Likelihood it will occur: Can conceive contingency plan: | Notenough time to complete in project:
4 6/7/2017 Rating > Little Risk (1) Moderate (2) High (3) Little Risk (1) Moderate (2] High (3] Yes (1) No (2] Yes (1) No (2]
5 |[ABC] Project Budget | 56 Widget issue 3 3 2 2
'widget issue 1 2 2 1
Use this sheet to document
risks that you want to track.
Risks should all be tracked.
The risk rating will appear
Algorithm determinethe —— : here and in the Task List for
value of the risk rating et pulldown .
'~ willadjustthe risk-rating. all tracked items on the
S Task List page.
Meeting Purchase Orders P O Report Supply-Demand S D Report Customer Supplier Forecast Actuals Forecast Report Actuals Report Business Decisions. Action ltems Change Requests Risk
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Complete Estimate

Managed Tasks
Overall % Complete
OverDue Tasks

Masagevrestt

Easy Office Management

Project Health tab gives you the summaries from all the
tabs in the workbook in this handy overview.

Good record keeping on your part will keep your project
healthy with good communication through reports and
summaries.

User Project

2
25%
1
Parts on Order (Overstock) 0| Business Decisions
Total Parts Ordered 0 Implemented n
Total Parts Received 0 Pending
Total Parts Returned 0
Action Items
Headcount 1 Closed “
Original Forecast s - Pending “
Funding Approved s -
Current Spend s 1,200.00 Change Requests
Anticipated Spend S 800.00 Pending II'
Variance $0.00
57452-26486-11882
Trial Version
N
Project Health | Group Task List Tracked and Approved Resources

Information

Meeting Purchase Orders P O Report Supply-Demand S D Report Customer Supplier Forecast Actuals Forecast Report

_ Code Field

Validation " E

Project Health
SN

Bill Kassler -

b Support

‘ We




4 ‘B k Visiosr
3 Masragevresr?

Easy Office Management

A _N.a
Easy Office Management g

Software to run with your office like a Project Manager
without hiring a project manager.

Finance — Personnel — Order Management — Scheduling - Issues




