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1. Introduction
SOFiE incorporates a number of functions that can be used in Excel to automatically link or update the cell information in Excel from SOFiE.  This can be extremely useful for preparing monthly financial plans and other reports that use a standard format to display spending data.

2. Getting Started

To use this functionality, you must have the SOFiE linking ad-in installed on your computer (see Appendix 1).   NCI Computer Services must do this for you, so you must put in a help desk ticket for the one-time installation unless it has already been installed on your computer.

Once the ad-in is installed on your machine, you can begin using SOFiE formulas in Excel using the following steps:

A. Launch SOFiE

B. Open the view you wish to link to
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Select  the accounts you wish to link to within the view by clicking on the checkbox or click on “Toggle Checkboxes” to select all accounts in the view.
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Click “Excel Link” to invoke the links
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E. Open a new spreadsheet in EXCEL
IMPORTANT – Launch SOFiE prior to launching Excel.

F. Begin building formulas!
3.  What Formulas Are Available?
/

In the Online Help screen, click on:

· Linking to Excel

· Then click on SOFiE Spreadsheet Functions (for use in Excel)



Appendix B provides a list of the more common SOFiE EXCEL functions.

4. Creating a Basic Formula
We will use the =Amt function to demonstrate basic formula usage.  The =Amt (amount) function is used to automatically pull in the obligations to date figure from SOFiE for the account and time period specified.  In this example, we will use cell references in EXCEL to demonstrate how this approach can be used to simplify the job of building complex spreadsheets

All formulas have a syntax meaning the user must use them in the precise format of the formula and provide the data required in the formula.  Altering the format with spaces, capitalization, etc. will not work.  The =Amt function follows:
=Amt(OC, Timeperiod,CAN, DollarType,FY)
The formula allows you to specify the following Functional Arguments to filter to the desired data:
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Users can be creative when designing the Functional Arguments to develop more advanced filters and qualifiers. The chart below gives examples.

	Parameter
OC
	Examples
"11"
"11.1A"
"11.1?"
"??"
"**"
	Explanation
OC 11
OC 11.1A
Sum of all OC's, beginning with "11.1"
Sum of all OC's
Sum of all OC's 

 

	Time Period
	"CUR"
"PRIOR"
"YTD-CUR"
"QTR1"
"YTD"
	Current Month
Last Complete Month (a change from VSOF)
Through the end of the last complete month
First quarter
Year-to-date 

 

	FY
	"07"
	FY2007 

 

	Type
	"O"
"C"
"D"
"A"
	Obligations
Commitments
Disbursements
Accruals


5. Inserting a Formula

Until you know the formulas and their syntax by heart, it is easiest to insert them into EXCEL using the following procedure.  Once you know them well, you can hand type them as you see fit.  Follow the steps below;
A. Locate your cursor in the cell in which you intent to insert a formula

B.    Click on the “Formulas” tab in the main menu

C.    Click on “Insert Function”

D. From the pop up menu, select “User Defined” from the category drop down list

E.     Click on the function (Amt) in the Select a Function list

F.     Complete the fields or use cell references to complete the function

G. Upon entering the function, SOFiE should return the data you requested.  If you get  #VALUE or #NAME in the cell, the formula has been entered incorrectly.



6. Creating a Linked Spreadsheet

Classroom demonstration of creating a basic financial plan using cell references and using locked cell references to quickly build a complete report.

APPENDIX 1 – THE EXCEL ADD-IN
The SOFiE Excel add-in is a powerful tool that can save users a considerable amount of time and significantly decrease the risk of human error in creating and tracking budgets. With the SOFiE Excel add-in, instead of repeatedly typing numbers into Excel you simply point a cell to a specific value in SOFiE and it will automatically update your spreadsheet with the latest data each time you refresh it.

Q: How do I know if I have the SOFiE add-in installed on my machine?

A: If you have either of the following directories installed on your machine:

C:\Program Files\sofie

C:\Netcomm

then you have a version of the SOFiE add-in installed on your machine.

Q:  How do I get the SOFiE Excel Add-In installed on my machine if I don’t have it.

A:  Direct your browser to http://ithelpdesk.nih.gov/support/ and submit a support request to have the SOFiE Excel add-in installed on your machine. If your installer has any questions or issues with the installation please direct them to ncisofiesupport@mail.nih.gov
Q:  I’m having trouble getting the SOFiE Excel add-in to function properly on my machine. I’m getting #VALUE or #NAME error messages in all of the cells. Who should I contact for assistance?
A: Please contact ncisofiesupport@mail.nih.gov for assistance with these types of issues.

APPENDIX 2 – SOFIE EXCEL FUNCTIONS

SOFie Spreadsheet Functions (For Use In Excel)

SOFie enables Excel users to either:

· Export SOFie screens into spreadsheets for further manipulation, or

· Display SOFie data in spreadsheets that automatically update.

The second option relies on Excel functions written by NetComm, Inc. to import SOFie data into spreadsheets. This section of the SOFie online "help" is a reference guide to these functions, for use by experienced Excel users. Functions are shown here in bold, followed by available parameters in parentheses and separated by commas. Required parameters are underlined. "FY" refers to a two-digit year in quotes, e.g., "07". As an example, the Alloc() function is entered into a blank cell in Excel as follows:

=alloc("TRAVEL")

Functions for displaying Allocations and Projections: 

	Alloc("Category", "CAN", "FY"
	Displays allocation amount from the Allocation window. If a summary account number is entered in place of the , this function returns allocations summed up for all of the CANs in a summary account. 

 

	Allocnotes("Category", "CAN", "FY", pRow)
	If pRow is specified, displays the pRow-the  line of the note, provided it is delimited by a carriage return in SOFie. Since allocation notes are associated only with CANs, this function does not return one for a summary account. 

 

	AllocSum("SumType", "CAN"
	Displays the sum of all allocations for a given account, for SumType, which is either "OO", "PS", or "Total". 

 

	Proj("Category", "CAN", "StartMonth", "EndMonth", "FY"
	Displays projection amounts entered into SOFie. Projections that the user has reconciled with actuals, and projections that were made outside the range of , are excluded. If a summary account number is entered in place of the , this function returns allocations summed up for all of the CANs in a summary account.


Functions for displaying Budget Ceilings: 

	Budget(Category, accountNumber
	Operating budget (includes adjustments in amount). The category must be "OO" or "PS". 

 

	BudgetAdjust(Category, accountNumber, 1)
	Original, unadjusted budget. 

 

	BudgetAdjust(Category, accountNumber, n)
	The (n-1)the adjustment amount. 

 

	BudgetNotes(Category, accountNumber, FY, PRow)
	Displays the user-entered note associated with a budget entry for a particular account and either the OO or PS category. PRow is the line number of a multi-line note; if PRow is not indicated, this function returns the entire note.


Parameters used in the above dollar amount functions are:

	Parameter
OC
	Examples
"11"
"11.1A"
"11.1?"
"??"
"**"
	Explanation
OC 11
OC 11.1A
Sum of all OC's, beginning with "11.1"
Sum of all OC's
Sum of all OC's 

 

	Time Period
	"CUR"
"PRIOR"
"YTD-CUR"
"QTR1"
"YTD"
	Current Month
Last Complete Month (a change from VSOF)
Through the end of the last complete month
First quarter
Year-to-date 

 

	FY
	"07"
	FY2007 

 

	Type
	"O"
"C"
"D"
"A"
	Obligations
Commitments
Disbursements
Accruals


Examples: 

	=amt("11", "YTD")
	Displays current YTD obligations for the CAN or account selected in SOFie, for OC 11

	=amt("11", "CUR", can(), "O", fy())
	Displays the current CAN's current-month obligations in the current fiscal year for OC 11

	=comm("**", "YTD")
	Displays the current CAN's YTD commitments in the current fiscal year for all OC codes

	=disb("**", "YTD", can(), "07")
	Displays the current CAN's FY07 commitments for all OC codes

	DocNo(“Document Num”, “Type(o,a.c,d)”, "Time Period", “CAN”, “OC”,”FY”)
	Displays the dollar amount of transactions, given the initial part or complete document number. The document number parameter is case sensitive; Amount Type defaults to “O” for “Obligations.” 

	TransNote (RootDocumentnumber,FY,PRow)
	Displays the user-entered note associated with a root document number, or order number. Any user can see this note, and it is not limited to specific CANs or transactions; it applies to the summarized transactions. PRow is the line# for multi-line notes. If PRow is not indicated, the entire note is returned, complete with line returns.


 

Functions for displaying in Headings:
These functions return the following values (Note: Numerical parameters can be used to indicate dates and account levels other than the current ones):

	Title("CAN", "FY", "Mod")
	If no parameter, displays the current account level title.
Use "Mod" literally to display the modified title. 

	CAN("0 / 1 / 2")
	If no parameter, displays the current CAN; number parameters can be used to display CANs above and below the current CAN. 

Example: =can(0,2) would display the second CAN under the same parent level as the current CAN. 

	GetAccountNumberArray()
	Displays a comma-delimited list (in one cell) of all account numbers that the user selected when linking to Excel. 

	FY("-1 / 0 / +1")
	If no parameter, displays fiscal year of current structure. 

	Days(Time Period")
	Displays number of working days for specified time period. 

	ASOF("1 / 2 / 3 / 4 / 5 / 6)
	Displays the date the account data was generated, according to the parameter used:

 

4 - Date of last monthly download

 

5 - Beginning date of current week

 

6 - Percent of the fiscal year that has elapsed (based on the latest download)



	Notes("CAN", "FY", pRow)
	Displays notes (Edit window)for specified CAN level. If pRow is specified, displays the pRow-the line of the note, provided it is delimited by a carriage return in SOFie. 

	OCName("OC")
	Displays the name of the given OC code.


A Practical Guide to Using SOFie Functions in Excel 
 

The following examples demonstrate how to enter data quickly and easily in your spreadsheets.

 

Obligations: 
· Use the AMT function to bring obligation amounts into your spreadsheet.
=amt("11.8A","oct") 

For example, the above function returns the total obligations for OC 11.8A in October for the selected SOFie account.

· You can specify more than one month of OC code, like this:

	OC 11 and 12
	=amt("11+12", "oct")

	OC 26 for October and November
	=amt("26", "oct+nov")

	OC 11 and 12 for October and November
	=amt("11+12", "oct+nov")


· You can substitute Allocation categories for OC codes by defining an OC formula for the category (in SOFie, select Allocations from the Admin menu)

Example: An Allocation category called Salary, with OC formula 11+12-11.8A. Entering

=amt("11+12-11.8A","ytd") is the same as =amt("SALARY","ytd")
· You can also use Document Summaries in place of the OC code parameter, to find Obligation amounts for transactions, based on document numbers (in SOFie, select Document Summaries under the Admin menu).

Commitments, Accruals, and Disbursements:
The same rules that apply to Obligations also apply to these functions. To find other amounts, substitute the function names: 

 

	Obligations
	=amt("26","ytd")

	Commitments
	=comm("26","ytd")

	Accruals
	=accr("26","ytd")

	Disbursements
	=disb("26","ytd")


To compare obligation, commitment, accrual, and disbursement amounts from different accounts, just add the CAN after the time period parameter.

Example:

	YTD Obligations for OC 11, for the current account:
	=amt("11","ytd")

	The same value, but for CAN 1238356
	=amt("11"."ytd"."1238356") 

or 

=amt("11","ytd","A8")


Using the title and CAN Functions: The TITLE and CAN functions return the title and CAN of the currently selected account in SOFie.

· Example:

	=title()
	Name of the Account

	=can()
	Account CAN


· To reference a different account, use a number parameter with the CAN function.

	=can(1)
	4-digit number of current account's parent

	=can(2)
	4-digit number of current account's grandparent

	=can(0,1)
	CAN of current account's first child

	=can(0,2)
	CAN of current account's second child


· You can use a cell reference with the TITLE function to include the names of each of the accounts. 

Suppose the currently selected level is a summary level, whose first child account is 1238356 / Office of the Director. Enter the CAN and TITLE functions like this: 

	Cell A8
	Cell B8

	=can(0,1)
	=title(A8)


 

for the result: 

 

	Cell A8
	Cell B8

	1238356
	Office of the Director


 

Using Excel functions in conjunction with SOFie functions: As an example, use TRIM, a native Excel function, to remove excess spacing from account titles and OC names brought in from SOFie.

 

Example 

	=trim(title())
	The title of the current account, with excess spacing removed

	=trim(ocname("11"))
	The title of OC 11, with excess spacing removed


 

Placeholders can be used within a function if you want to specify a parameter that falls out of sequence. For example, in the amt() function, the correct parameter order is as follows: Object Class Code, Time Period, CAN, Amount Type, and Fiscal Year. The first two parameters, OC Code and Time Period, are required. For this function you would type:

=AMT("OC", "YTD") 

 

If you wanted to specify a financial year and amount type but not specify the CAN, you would need to use the can() function as a place-holder as follows:

=AMT("OC", "YTD", can(), "O", "07") 

3. Click “EXCEL Link to


 create the links





1. Select the view to be linked





2. Select the accounts or all accounts to link





To find a list of the Excel linking formulas, click on “Help”





1. Click on “Formulas”





2. Click on “Insert Function”








