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Setting up a Budget in TOTAL2  

Stage 1 - Configuration 

When first creating a budget it’s important to organize your nominal codes under relevant sub-headings, 

rather that leave them all in one long list of unallocated expense or revenue headings. 

Go into Financial Monitor and click on Configuration. 

You can then set up sub-headings for different enterprises and overheads, and once done, you can drag 

the nominal codes up and into which ever sub-heading they belong. 

 

Make sure you click on Save as you go along as should you leave this page it won’t save automatically. 
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Stage 2 - Planner 

The Planner is where you either create a new budget or amend an existing one. 

On coming into this page, either click on the + icon to add a new budget or select a previously entered 

one and then click on the / (pen) icon to amend it. 

When clicking on the + icon, a window is presented: 

 

Fill in the Plan name and description. 

You can base the plan on an existing one. 

Select whether you wish to plan on an Invoice basis (months the invoices were raised) or a Cash basis 

(months the invoices were actually paid or monies received) then specify when you wish the plan to 

start from. 

Plan by Nominal – select this to enter amounts for each individual nominal code or leave it unticked to 

just plan by summary heading. 



 

Sum-It Computer Systems Ltd., Samuel House, Chinnor Road, Thame, Oxon OX9 3NU 
01844 213003               info@sum-it.co.uk           www.sum-it.co.uk 

  3 

 

Start Plan With – you can opt to base your initial plan on a range of options: 

Just Zeroes (ie. Blank) 

Last 12 months live data 

2 Previous Years Average Values 

5 Previous Years Average Values 

 

Management Acc – You can just make a plan for a single enterprise and monitor it through the year. 

Pay Acc – If you are making a Cash Planner wish to limit the plan to only one Bank Account then select it 

Opening Balance – Enter here the relevant opening bank balance 

Net/Gross – choose whether you prefer to see the figures including VAT Gross or excluding VAT (Net) 

Finally, click on the Commit button to generate the plan. 

 

You can then edit any nominal heading’s values by double-clicking on the relevant nominal code line. 

This will then present the following window: 
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You can then edit the budget figures or click on the Plan Tools drop-down arrow to alter the figures in 

multiple ways: +/- % or £, Last Year, 2 Year Average, 5 Year Average or Fixed Amount each month. 

Click on the SAVE button to save your changes. 

Click on the CANCEL button to return to the planner to select another nominal code. 
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Stage 3 - Reports 

A. Actual vs Budget 

Select the budget file, specific month to view and whether to hide any nominal codes with no data 

against them. Then click on the SEARCH button to show the report: 
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B. Monthly Flow – Actual 

Based on the criteria you select, this will present your live figures in a full 12 month format, either by 

Invoice Date (Invoice) or Payment Date (Cash). 

 

C. Actual vs Budget – Forecast 

This report lets you see if your budget, with the live actuals to-date, will still achieve the required end 

result. 

 



 

Sum-It Computer Systems Ltd., Samuel House, Chinnor Road, Thame, Oxon OX9 3NU 
01844 213003               info@sum-it.co.uk           www.sum-it.co.uk 

  7 

 

D. Graph: Current Trading by ‘Group’ 

This stacked bar chart graph lets you view multiple years and budgets to see how they compare. 

 

E. Graph: Monthly Profit 

This stacked bar chart graph displays the profit made per month against budgeted profit. 

 


