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Getting Started : Landing Page 

This is the “My Plans” page, you can create an unlimited 
amount of plans which are located underneath the “My Plans” 
tab. 

 

 

The “Shared Plans” tab contains a list of forecasts shared by 
another user. 

 

 

To create a new plan, click on “Add Plan”. 

Useful Hint: Plans can be sorted by creation date, 
last modified or by name. 
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Getting Started : Create A Plan 

Once you have clicked on the “Add Plan” button you can now 
create a “Plan Name” and a “Description” for the plan. 

 

Once you are happy with the name and the description, you can 
then click “Create Plan”. 
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Getting Started : Plan Setup 

Once the plan is created it will prompt you with the “Plan Setup” tab. Within this section it enables the user to alter and enter the basic 
configuration for the plan. 

Set the “Start Date” of the plan and enter how many years you would like to forecast for. If the company is a start up business then click on 
the switch so that it appears “Yes”. This will suppress the opening balance information within the “Data Entries” page. If this section is left 
as “No” then this will keep the opening balance information. 

"Colour Scheme” section enables you to assign your company colours which will reflect on the Dashboards. When clicking on one of the 
bars, this will prompt a custom colour palette where you can enter your R:G:B from the company brand guidelines. 
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Getting Started : Plan Setup 

Within the “Tax Configuration”, start by selecting a country in the drop down list. The currency will automatically be assigned for the UK, 
USA, EU countries, Japan, China, Mexico and Argentina. For any other countries, please select the most appropriate currency symbol. 

“Reporting Configuration” is where you can run the reports in an alternate currency by selecting the revised currency and exchange rate. 

For the “Accounts Payable Configuration” there is two options from the drop down list which are “Global Accounts Payable Profile” and 
“Line By Line Accounts Payable Profile”. 

If Global Profile is selected then it will use an estimate of the average payments made in each of the months following the creation of the 
original transaction. Global Profile has the ability to extend payment terms up to 12 months. 

If Line By Line is selected then the user will be able to specify the terms individually for each overhead. The Line By Line option for payment 
terms is limited up to 4 months. 



 5 

 

Getting Started : Revenue Models 

ProForecast offer 8 revenue models that all work in different ways. The models are used to reflect a businesses revenue streams. You can 
combine different models to create a particular type of revenue stream to suit the business. Each revenue model will work in specific 
ways, when selecting a revenue model you will be prompted with a  brief overview of what the model includes so that you can make the 
appropriate selection. Data can be entered for the revenue models within the “Data Entries” page once they are added to the plan in this 
section. 

 

To add a revenue model to the plan, select which model you wish to use from the drop down list then click the tick icon which will save 
the revenue model to the plan. 

 

If you would like to remove a revenue model from the plan then select the trash icon beside the model. 

Revenue Models: 

 Product And Services Target 

 Manual Sales Target 

 Professional Services 

 Manufacturing Process 

 Licence Fees 

 Capacity Yield Model 

 Agency Model 
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Getting Started : Marketing Split 

The “Marketing Split” section allows the user to split the marketing costs over the various revenue streams that the user 
has added within the revenue model section.  

Apportion the marketing split towards the various revenue models that you have added to the plan. Once you have 
added the percentages for each revenue model, you can click on the “Save” button to keep the entries. 

When the values are changed you can also use the step change function which enables the marketing split to be 
stepped up or down at any point within the plan. Select the step change icon next to the revenue model that you would 
like to make a change to. Since the total table value must = 100%, if one value is changed in one month of the step 
change then another value must be changed to keep the total at 100%. 

Step Change Icon: 
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Getting Started : Company Structure 

The "Company Structure" section enables the user to build departments and divisions. If you add a division then this will create a divisional 
sales department. This can be useful even if the business does not operate a divisional structure as it can be used for project accounting. 
This will enable the costs and revenues to be kept separate. All sales departments will appear as "Operating Cost Departments" within the 
Income Statement report. 

You can add an unlimited amount of central departments and divisional departments within this section. 

To add a central department within the plan, please click on "Add Department". 

To add a division within the plan, please click on "Add Division". 
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Getting Started : Adding Departments 

Within the company structure it works so that you can mirror the actual company 
structure. 

1) Enter a name for the department that you are creating. 

2) The “Description” field is optional but if you would like to enter a description for 
the department then please place it in that entry. 

3) Select either “Operational” or “Non Operational”. This will determine whether the 
department appears as an operational or non operational expense in the Income 
Statement. 

4) Select from the drop down list either “Yes” or “No”, If the department is overseas 
then this removes the departmental calculation from the VAT calculations. 

5) To save the department, click on “Add Department”. 

Any additional departments within this central department can be created after this 
entry is saved. 
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Getting Started : Adding Divisions  

An unlimited number of divisions can be added and they can contain an unlimited 
amount of operational cost or non operational cost departments. They can be 
created after the division has been setup. 

1) Enter the name for the division that you are creating. 

2) The “Description” field is optional but if you would like to enter a description 
for the division then please place it in that entry. 

3) Select whether this division is “Operational” or “Non Operational”.  

4) Select from the drop down list of which month in the forecast that the division 
opens in. If this is already an existing division within the company then set the 
opening date as the start date of the forecast. 

5) Select from the drop down list of which month in the forecast that the division 
started trading in. 

6) Select from the drop down list either “Yes” or “No”, If the division is overseas 
then this removes the departmental calculation from the VAT calculations. 

7) To save the division, click on “Add Division”. 
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Getting Started : Tax Setup 

This section is used to set the basic parameters for VAT and Corporation Tax. VAT options will appear for countries that operate VAT. If 
a country that does not operate VAT that is selected within the “Tax Configuration”, then this will hide any VAT options for the user. 

1) Select how frequently the VAT payments are by using the drop down list. There are four options: “None”, “Quarterly Payments”, 
“Monthly Payments” and “Bi Monthly Payments”. 

2) Enter the number of corporation tax payments there are each year. 

3) Select when the first corporation tax payment is due within the forecast by using the drop down list. 

4) Select when the first VAT payment will be made within the forecast by using the drop down list. 
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Getting Started : Tax Setup 

“VAT Configuration” has two options within the drop 
down list which are “Global VAT Profile” and “Line By 
Line VAT Profile”. 

The Global Profile uses an estimate of the % by value of 
VAT inputs and outputs for each VAT rate. Global Profile 
should be used when the business sells second hand 
goods and it is also useful if the business has multiple 
suppliers using different VAT rates on the same account 
heading. 

The Line by Line Profile allows the user to specify the 
VAT rate individually for each overhead and income 
stream. 
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Getting Started : Import Data 

We will be importing data from Sage 200 Professional which is our direct cloud integration. In this section you can select which account-
ing package you would like to import from. 

1) Select “Sage 200 Professional” from the drop down list of connectors. 

2) Enter the exact company name that you would like to import data from within Sage 200 Professional. If you get an error when con-
necting to Sage then this means you have entered the name incorrectly, this is also case sensitive so make sure to check the company 
name. 

3) Select “Accounts Setup” for the first import. After this import is made and the accounts are setup within the forecast, you can then 
start importing actual data to produce a variance report. 

4) You can delete your previous mapping by selecting “Delete Mapping”. 

5) To proceed, click on “Connect To Sage 200 Professional”. This will direct you to the Sage 200 Professional log in page. 
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Getting Started : Import Data 

To connect Sage 200 Professional with your 
ProForecast account, please do the following: 

 

1) Enter your Sage 200 Professional login email. 

 

2) Enter your Sage 200 Professional password. 

 

3) Once the credentials have been entered, 
please click on “Log In”. 
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Getting Started : Import Data 

Once the credentials have been entered you can then grant access to ProForecast through Sage. 

Click on “Grant” to secure the connection between Sage and ProForecast. 
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Getting Started : Import Data 

Once Sage displays that this is authorized, you will then be redirected back to ProForecast where you can then proceed with 
the import process. 

 

This is where it will display an error message if you have entered the company name incorrectly within the setup. 
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Getting Started : Import Data 

To proceed to the mapping process, click on “Next”. 
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Getting Started : Import Data 

The “Field” and “Base Value” section contains the data being imported 
from the accounting software that you have used. For example, the da-
ta displayed here is from Sage 200 Professional. The account headings 
are shown with the nominal code, then alongside is the base value for 
the headings. You can also alter the base value if necessary. 

The “ProForecast Section” and “ProForecast Field” allows you to map 
where you want the accounts placed in the system. ProForecast has an 
automatic import process which will detect the imported fields and au-
to map them to the most appropriate sections in the system. To alter 
any of these sections, click on the line which will allow you to select 
from the drop down lists to change the section and field. 

On rare occasions the automated mapping may not recognise a head-
ing that is imported so it will be left unmapped. This occurs as some 
accounting packages allow you to freely format and change the nomi-
nal codes or heading. This means it will need to be assigned manually 
by using the drop down lists. 

We advise users to go through the assigned fields to ensure they are 
mapped correctly despite having the automated mapping system in 
place. 

If necessary, you can remove entries if you do not wish to import them. 

To proceed, click on “Lock Data”. 
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Getting Started : Import Data 

Within this section you get an overview of the data that you have 
imported and mapped within the system. 

 

If the “Ignore Empty Elements” switch is ticked and displays as 
“Yes” then this means that it will not display any unmapped data 
within the overview. If you click it so the switch displays “No” then 
this will also show data that has not been mapped out in case you 
have missed a heading that you wanted to map. 

 

To finish the import process, click “Post Data”. 
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Getting Started : Import Data 

Once the import is finished you can now proceed and go further with your forecast by using the other sections 
within ProForecast. 

 

The data that you imported will now appear within the “Data Entries” page. 


