
 

BUSINESS BUDDY 
Users Guide 
 

 
This is a very simple management reporting tool for clients who want a regular 
summary of “how they’re doing!” 
 
Basically, your client enters their year-end on the front screen and presses “Next” to 
continue. 
 

 
 
Ensure the Analysis Toolpak is loaded within Excel.  To check this, go to the "Tools" 
pull down menu and select "Add-ins".  Ensure the box named "Analysis Toolpak" has 
a tick in the box, then press o.k. 
 
They enter their monthly: 

� Sales 
� Cost of sales 
� People costs 
� General (all other costs) 
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They are also able to enter their Bank Balance, Debtors and Creditors and the 
“Buddy” will calculate debtor and creditor days.  They can enter their overdraft limit 
and the “buddy” provides them a graph of their bank balance vs. limit.  Press “Next” 
to continue. 
 
 
At any given month they can produce a report showing: 
 

� Sales trends 
� Bank balance 
� Net profit 
� Collection period 
� Payment period 

 
 
To do this select the month from the drop down list and press “next” to continue. 
 

 
 
Business Buddy produces a simple graphical review of some of the important 
elements of your clients business. 
 
You can either give it away to clients as a preliminary marketing tool to get them 
“hooked” on having regular management information, or use it for analytical review 
of smaller businesses. 
 
If you give it away remember to put your firm’s name and logo on the report. 
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