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Macro Security Settings

Your Macro security settings must be set at medium in order to run all the required Visual Basic and Macros.

Steps:

1. Start an empty spreadsheet
2. Select Tools from the main menu

3. Select Security

4. Select Medium

After this is set you can restart Excel and load the Quick Pricer – Enable Macros when asked.
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Enter Plan Information 
Press the Plan button on the main Pricer Tab

· Source of Funds and Use of Funds - Determines the Default Burdens, see Burdens Applied box.  There is an option to have the burdens applied or not based on your preference.
· Department – The Project department, needed for certain effort recharge burdens.  If a recharge department is selected the Effort Recharge box will default the burden code.  There is an option to have this burden apply to your plan based on your preference.
· Period - Annual or Monthly are the 2 options available. If you choose Annual, the No. of Years box will be displayed (note: up to 12 years is available).  If you choose Monthly the Starting Month box will appear.  This is the Fiscal Month not the calendar starting month (1 = Oct.).
· Annual Target Amount - Your Plans target budget amount.
· OHS, GAC and STX Burdens - These burdens are outside the Source and Use of Funds assignments, and so have been added as override options.  Simply select the burden if your plan calls for it.
· Use What If Rates - This is an option that allows one to change the Escalation, Paid Leave Factor and Burden Rates.  This is done by going to the What-if Rates tab, and typing over the rates shown.  The rates won't be used unless this option is set.
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Enter Labor Costs
Press the Cost Button then press the Labor Input Choice
Note: with all drop downs, you can type the starting characters of your choice and press the down arrow; this will start your search in the right spot.

Three employee list options:

1. By Org. - This will activate the Org drop down, pick an Org. code, then choose to have all the employees listed added to your budget or choose an employee to be added to the budget.

2. All Employees by ID - This will display all the employees in the employee drop down by employee id.  Pick an employee id then press add single employee to budget button.

3. All Employees by Name - Will display all the employees in the employee drop down by employee name.
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Create New Hire

Press the Create New Hire by Job code will bring up the New Hire Form.  This allows you to create up to 25 new hires by job code.
· Job Code - This is a drop down of all the job codes from HR.  Displayed are the job code, title and salary.
· Name - The name defaults to the Job code title change this to any name you wish or leave as is.

· Org. - Choose the org. code the new hire is going to be charging time to.  This is needed for the ORG code assignment.

· Effort Type - Several options are available including; career, student, and contractors.  This determines the payroll burden applied. 

· Monthly Salary - Defaulted to the job codes midpoint salary, you can type in any salary you wish.
When you are finished, press the Create New Hire Button and new hire will be created. Please note however, that creating the new hire did NOT add the new hire to your budget.

To add the new hires to your budget, select from the drop down and press the Add to Budget button.
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Enter Non-Labor Costs 
Pressing the Cost button then by selecting the Non-Labor option
There are 4 main Non-Labor Choices: Purchase, Travel, Recharge and Other. The choices limit the options available in the Type drop down, and default burden codes.  For example, if you choose Travel then Type will default to TRAVL - Travel and the burden will be selected - TVL.

· Proc Burden Choice - The drop down will display for only types of: Material, Misc. Expense - Burdened, Services - Non R&D sub-contract.

· Burden - Defaults depending on the Non-Labor Choice or Proc. Burden choice (above).

· Description - Enter any description of the cost you want.  This will display on the Pricer tab cost sheet.

· Amount - The total cost amount.

· Start Period and End Period - If you do nothing the cost will be entered into period 1.  Otherwise select a start period and end period other than 1.  If you want to spread the costs over several periods, then enter and end period that is greater than your start period.

· For example: A Purchase of a large piece of equipment costing 100,000 that might be spread of 2 periods.  Enter a start period of 1 and enter and end period of 2.  This will enter 50,000 in period 1 and 50,000 in period 2.

· Press the Add to Budget to add the cost to you budget.

Note: In the above example the term period could be a calendar month or a year, depending on whether or not you plan is an Annual plan or a Monthly plan.  Period 1 for an annual plan is year 1 and period 1 for a monthly plan is the 1st month of your plan. 
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Import Rates

Periodically current fiscal year rates will be adjusted.  This option will give you the ability update the rates as needed without the need to re-enter your plan costs.   The current rate file will be available for download on the same location as the Lab Quick Pricer.  

1. Download the current rate file and save it locally.  This is available on the BRS site next to the QP.

2. Press the Import Rates button – you will receive a message: Please select the Excel Rates file (i.e. Rates.xls) that contains the updated rate table.

3. Select the rate file from step 1.

4. Your rates have been updated. – You will receive a confirmation message: Current rates have been successfully imported.

PAGE  
10

[image: image6.png]E3 Microsoft Excel - LBNL Price:

Deda &R

-1

Bl e e e Iven Fame

oY WY e

I T )

<\ 7| boeten b % L-2-A-
@ [ eeo | b tacros. [EE VA
s Customize. @ Record few Macro.
[ C T costalreportawiard Securty.

Type aquestionforhelp v = 8 X

0 | kK [ L [ ™M [ N [ o0 [ P [ @ ] R [ 5 ]

e
(A

I

1% ik Instructions

Version Information_{ Pricer { Whatif Rates{ Summar)

Drawn= [y | Autoshepes -

Ready

NNOoCE4

=2

L-A-=

jKi} | ﬂJﬂ




[image: image7.png]E3 Microsoft Excel - LBNL_Pricer.xls

E e ER ow st Fomdk ook Date Window Eop PrcerToos
DeEda SRY & & ¢ o @ =8 @ -0,
Al -5 - BZU EE 5%, @3 - o-A-
(2 tata (@] L e seary

time_period v A =
Al B E F G H T 7 K L ] N ) 3 a R 5 =
Plan Costs Calculate I
< :

1
& DOE-Gperating Onsite

\ Time Period:
g tarting:
creerec
Cald U IDepartment: Input Choice

10 using What I Rates: . - o
il [Employee Updated: 41

12 [Rates updated: 3]

erind_out

roet 188,657

Labor

Emplayes List Options
i Pl s Create New Hire by Jobcods oct.

17 | Effort  |org [effo Geyorg  CAlbyD O AlsyNeme fhse  Payronl Efort  Other  Total Toti
[Empiia —Jorg Type  |Burden |Rect lage  Burden Recharge Burdens Burdens 81
19 CE

21 Enloyeer [ <] AddSigeEnpidtoBuiget - s s s s
Pl ol

Labor

30 [Labor Totals 5 - - - 5
Ell oct.

E7) fase Low Lovel Sales  Ofher  Total Tot
Ex] [Type Burden ost__ Burden Tax_Burdens Burdens &1

Hon-Labor

Cose

7 on-Labor Totals 2 2 2 2 - - - - 5
50 [Total Plan Amount 2 2 - - - -

319
¢« W\ Tnstructions { Verson Information ) Pricer { Whatif Rates { Summary / Il

Draw~ [} Autoshapes~ N % (1O B 4l 2 1 DL A=
Ready




[image: image8.png]]

Type aquestion for help v = 8 X

re Form 3

- Create New Hre

e

Employes ID

s |

org I J
— =

— Ackd New Hire to Sheet

Create New Hire by Tobcode oct.
Mewdrelst [ =
Addto Budget | € Ay Name ase  Payrol Efort  Other  Total Toti

ge _ Burden Recharge Burdens Burdens &1

‘Add Single Empictto Budget - - - - -
Close i N N N N

253 A - - - .

Category |

30 [Labor Totals 3 - - - 5
Ell oct.

E7) ase Low Level Sales  Ofher  Total Tot
Ex] [Type Burden ost__ Burden Tax_Burdens Burdens &1

Hon-Labor

7 on-Labor Totals 2 2 2 2 - - - - 5
50 [Total Plan Amount 2 2 - - - -

19

i« « v W\ Tnstructions / Version Information ) Pricer { What Rates { Summan R | ;IJJ
Draw= [y Autoshapes~ N W [ O E) 4] 5
Ready

2 o-L-A-=




[image: image9.png]E3 Microsoft Excel - LBNL_Pricer.xls

E) Fe Edt vew Dnen Fomat Took Data Widow Hep Prcer Took
DBEA SRY &R - o- @ = -4 E @ -0,
el <s - BIU EFE s %, wa L-2-A-
2 tata A b esuiy. B[R oo, MEE F o6 BEE

time_period v A =
Al B E F G H T 7 K L ] N ) 3 a R 5 =
Plan Costs Calculate I
0

1
& [DOE-perating Onsi

8 [Starting: Input Choice: roet 168,867
crereee] i X :
LAl [Comartinert  Labor o Labor
10 lusing What f Rates:
1 [Employee Updated: 4

12 [Rates updated: ar

erind_out

16 oct.
17 N Effort  org  [efto ase  Payroll Efort  Other  Total Toti
[Empiia —Jorg Type |Burden |Rect lage  Burden Recharge Burdens Burdens g

%5 NorvLabor
Nor-Labor Cheice:

Labor

@ puchase  ( Travel  C Recharge (" Other - 5 5 - .

2 Type:

30 [Labor Totals Proc Burden Choice - s = - :

] . oct.
2 Burden: ase Low Level Sales  Other  Totl Tot
B lwe lBurden et | ost__Burden Tax_Burdens _Burdens &1

£ - - - - -
Amount

7 - - - - -

Sartperiogi [ EndPerods [ Add to Budget N R B B )

42 Cose - s s s s
13 - - - - -

7 on-Labor Totals 2 2 2 2 - - - - 5
50 [Total Plan Amount 2 2 - - - -

Hon-Labor

319
¢« W\ Tnstructions { Verson Information ) Pricer { Whatif Rates { Summary / Il

Draw~ [y Autoshapes~ N % (1 O B 4l 2 [1 - L-A-=
Ready




