
MANUAL PREPPY 
 
The main objective of the file is to keep a constant control of the project expenses, accept the cost 
forecasts and generate a simulation of the project closure highlighting any imbalances with respect 
to the budget. 
 
The file is generated by Paolo Gioffreda, CMA office in Milan, after receiving the DESy with the 
budget entered in the Chart of accounts section.  
 
The file is organized over several worksheets, some requiring data entry (input sheets) and others 
exclusively for consultation (output sheets), here below listed. 
 
- Info (input ) 
- Input1 (input from Milan Hq) 
- InputBud (input from Milan Hq) 
- Monthly (input) 
- Totals (output) 
- Monitor (output) 
- Funds (output) 
- DESy (input) 
- Check (output) 
 
Let’s see them all in detail : 
 
Info:  – collects general information relating to the project (title, dates, budget values, grants, etc.) 
(updated by the project leader and administrator) 
 
Input1: – collect technical information about the project (updated by the Milan office after 
receiving the DESY): 
- title (Project title) 
- project code 
- start projecting date - This information updates the monthly sheet in the month values 
- reporting currency (Currency) 
- list of address books, as entered in DESy 
 
Input Bud: collects the budget structure as inserted in the DESy (updated by the Milan office after 
receiving the DESY) 
 
Foglio Monthly: (updated by the project manager and administrator) 
In this section, monthly cost forecasts are entered by budget line up to the end of the project, 
allowing you to simulate the costs at the end of the project and compare them with the budget, make 
any corrections or present a budget change to the donor. 
 
The planning area is organized in 4 columns for each month; one with which automatically reports 
the expenditure of the month (Actual) and 3 dedicated to planning by area of expenditure (Forecast 
Loco/Coord/Ita) 
 



 
 

The "actual" column is automatically filled with the data imported from DESy accounting 
(hereinafter explained how to update these values). 

The “forecast loco” column collects the forecasts of expenses that will be incurred with the project's 
cash and bank 

The “forecast coord” column collects the forecasts of expenditure that will be incurred by the 
coordinating cash and bank 

The “forecast ita” column collects the expenditure forecasts that will be incurred by the cash and 
bank of the Milan office. 

 

The “Projected Final cost” column indicates the total expected at the end of the project for the bud 
line (spent + expected). 

The “Budget” column shows the budget values, as entered in the InputBud sheet. 

The “Delta” column highlights the imbalance with respect to the Budget, for good planning it 
should tend towards zero. 

 

Below is an example of how to manage forecasts in the monthly sheet. Here we see the updated 
accounting up to November, from December onwards, therefore, expenditure forecasts must be 
entered until the end of the project. 
 

 
 
 
 
 
 



 
 
 
 
 
 
 

At the end of the month, the administrator exports the DESy accounting and updates the preppy in 
the dedicated DESy section, with this operation they automatically update the values of the Actual 
columns. In the example we see the expenditure for December now updated and can be compared 
with the previously entered expenditure forecasts (forecast loco \ coord \ ita). 

This operation, if done every month, allows you to check the progress of expenses, notice any 
differences and then reschedule the forecasts for the following months. 
 

 
 
After this check, the forecasts for the month (in the example December) must be reset and the 
"forecast" columns hidden, in order to have a view of the monthly expenditure of the past months. 
 

 
 
 
 
 
 
 
 
 
 
 



 
Totals: Simulates the project closing balance (Total EOP End of Period) for budget line, adding the 
values of the expenditure (values from DESy) and of the forecasts (values from monthly sheet). 
Delta columns highlight the imbalance with respect to the budget. 
 

 
 
 
 
Monitor (Headings total):  
 
Simulates the project closing balance by heading. By entering the percentage allowed by the donor 
(in the example 20%), it highlights the headings that differ from the maximum allowed. Therefore 
requesting to intervene with budget modification or corrections in the forecasts 
 

 
 
 
 
 
 
DESy:    
 
This section automatically accepts the accounting values exported in Excel from DESy and allows 
to check the project expenses. 
 



From DESy section Prints, use the button export data (project file) in excel, than copy and paste 
data in the sheet DESy of the preppy 
 

 
 
 
Sheet DESy collects the full list of costs, using automatic filters it is possible to make specific 
research. Below is an example of the expenses charged a specific budget line  - code 700232 - 
Furniture, equipment and fixing/maintenance for Community Center 
 

 
 
 
 
 
Funds :  
 
The totals of the expenditure forecasts are summarized on a monthly level in the “Funds” sheet, in 
order to make funds request to coordination. 



Below is an example of a request for 83,000 euros net value of expected expenses in the following 
months less availability of cash and  bank accounts.  
 

 
    
 
Check :  
 
Allows to the user that all formula are running properly. Preppy is ok when all sheets gives the same 
numers in budget, spent and forecast. In the example here below all is ok   
 

 
 
 
In case of technical support, contact Paolo Gioffreda 
gioffreda@coopi.org  
Skype: pgioffreda  
  

mailto:gioffreda@coopi.org

