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[bookmark: _Toc41296772]Purpose and layout of the COA Constructor Workbooks 
[bookmark: _Toc41296773]Purpose of the workbooks
States in Nigeria are required to use the National Chart of Accounts (NCOA) but will inevitably need to include some State-specific account codes while adhering to the required overall format for each dimension of the Chart.  The Chart of Accounts (COA) Constructor Workbooks are designed to enable additions and allowed changes to the administrative and economic classifications while keeping the overall format as required.  
Three COA constructor workbooks are available:
· COA Constructor Administrative 
· COA Constructor Economic – Revenue
· COA Constructor Economic – Expenditure
Although the operations of the workbooks are similar, this manual includes instructions for each workbook, to be able to provide specific illustrations of the use of each one.
[bookmark: _Toc41296774]Layout of the workbooks
At the start of use, each COA Constructor Workbook contains all the State-level codes as published in the NCOA.  After additions and changes have been made to tailor the codes to a specific State, the revised State Chart of Accounts appears as an automatic output. This can then be used as an input to the other State templates, for example budget preparation and performance reporting. 
The layout of each COA Constructor Workbook is as follows:
· Menu sheet with hyperlinks to each ‘high level code’ of the COA.
· One worksheet for each ‘high level code’ of the COA: for the Administrative classification high level codes are 4 digits; for the economic classification they are 6 digits.  Each of these worksheets contains one line for each detailed COA code, and most additions or changes are made on these detailed code lines.   
· Summary sheet, onto which all the high level and detailed codes are copied.
· ChartAuto sheet which arranges the amended codes into order and omits deleted or unnecessary codes. The ChartAuto sheet cannot be changed but can be copied into other spreadsheet applications that require the chart of accounts, for example the budget or the performance reporting workbook. 
The purpose of putting each high-level code onto a separate sheet of the workbook is threefold:
1. It provides a quick way of accessing the detailed codes of an organisation (using the hyperlinks).
2. It ensures that all detailed codes are shown within the framework of the higher-level codes.
3. Additional detailed codes can be added without having to continually use the ‘insert row’ instruction. 



[bookmark: _Toc41296775]The COA Constructor Admin workbook
This section describes how to operate the COA Constructor Admin workbook.
[bookmark: _Toc41296776]Menu sheet
The menu sheet has one line for each high-level code.  The high-level codes are two digits (sectors) and four digits (organisations).  
Hyperlinks
Each four-digit organisation code is represented by a sheet in the workbook.  The hyperlinked code number will take you to that sheet.  
Hyperlinks for ‘Summary’ and ‘ChartAuto’ will take you to those sheets.
[bookmark: _Toc27324685]Figure 1: Menu sheet – Admin codes
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Fitting State-specific names to organisations
On the menu sheet, the names of the sectors cannot be changed, but the names of the organisations within each sector can be changed to the actual organisations in the State.  You should assign actual organisation names to the closest approximation in the NCOA.  
In general, the numbers of the organisations should not be changed, but at the end you may be left with some surplus organisation numbers that can be deleted from the menu sheet. If so, the sheet with the same number should also be deleted. 
If you feel the need to add an organisation number, you are strongly advised to first use a surplus number within the same sector.  If you feel a new number must be added, you will need to call a technical advisor familiar with the excel template engineering (the NGF HelpDesk can also be reached for assistance) because a new organisation sheet will need to be added and this in turn will need to be included in the summary sheet at the end.  
[bookmark: _Toc41296777]Detailed codes sheets
There is one worksheet for each organisation in the State.  The sector and organisation name at the top of each worksheet will correspond to the names that have been entered on the Menu sheet. Any worksheets that do not correspond to actual organisations are surplus to requirements and should be deleted.  
The sub-orgs and sub-sub-orgs listed below the main organisation can be changed to fit the actual entities of the state. The code numbers can be changed in columns C to E and the description can be changed in column G.  Columns A, B and F, and rows 1 to 3, should not be changed.  Column F is the overall admin code, which is a compilation of the codes in columns A to E. 
Additional organisational entities can be added and will be automatically recorded on the summary sheet that leads to the final chart of accounts.   You should delete the data on all rows on this sheet that are surplus to requirements, leaving just the organisational entities that exist. 
Note: sub-sub-sub-orgs are rare and the code for this column will normally be 00. 
The hyperlink in Cell H1 will take you back to the Menu sheet.
[bookmark: _Toc27324686]Figure 2: Detailed code sheet - admin
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[bookmark: _Toc41296778]Summary sheet and ChartAuto sheet
To get to the Summary sheet and ChartAuto sheet, click on the hyperlinks on the menu sheet. The Summary sheet assembles the chart of accounts data before passing it on to the final output which is the ChartAutosheet. Both these sheets are protected and cannot be changed.
Summary sheet
Columns D and E on the Summary sheet provide an automatic listing of the admin codes and descriptions on the all the detailed code sheets, leaving blank rows between the organisations to allow for any additional lines that may be added on the detailed code sheets. 
Columns A, B and C provide Excel formulas that eliminate the spaces when the codes are transferred to the ChartAuto sheet. 
ChartAuto sheet
Columns A and B of the ChartAuto sheet contain the final chart of accounts which can be copied and used in other applications.  Column D is a working column which is not part of the final output and should be ignored when copying the chart of accounts.
[bookmark: _Toc27324687]Figure 3: Summary sheet - admin
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[bookmark: _Toc27324688]Figure 4: ChartAuto sheet - admin
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[bookmark: _Toc41296779]The COA Constructor Economic Revenue workbook
This section describes how to operate the COA Constructor Economic Revenue workbook.
[bookmark: _Toc41296780]Menu sheet
The menu sheet has one line for ‘high level codes’ (two-digit and four-digit codes) and one line for each six-digit code.  
Hyperlinks
The hyperlink to ‘High level codes’ takes you to the worksheet which lists the two-digit and four-digit codes. 
Each six-digit economic revenue code is represented by a sheet in the workbook. The hyperlinked code number will take you to that sheet.  
Hyperlinks for ‘Summary’ and ‘ChartAuto’ will take you to those sheets.
[bookmark: _Toc27324689]Figure 5: Menu sheet – Economic revenue codes
[image: ]
Data on the Menu sheet and High-Level codes sheet
In general, there should be no reason to change the codes or descriptions on the menu sheet or the high-level codes sheet. These codes are national and should apply to all states.  Some of the codes may be surplus to requirements but this does not matter because they will be ignored by other applications, such as budget preparation or performance reporting.  





[bookmark: _Toc41296781]Six-digit codes sheets
There is one worksheet for each six-digit economic revenue code.  This shows the corresponding two-digit and four-digit codes for each six-digit code and lists the eight-digit detailed codes that fall within the six-digit code, as shown in the figure below. 
As with the menu sheet, there should be no reason to change any of the codes or descriptions for the two-digit, four-digit or six-digit codes. However, the eight-digit codes will often need to be made specific for the requirements of the state.
In the example below, the eight-digit codes (types of sales) can be made specific to the State’s needs, by changing or adding to the list, or deleting unnecessary descriptions. 
[bookmark: _Toc27324690]Figure 6: Economic revenue detailed codes
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The hyperlink in Cell F1 will take you back to the Menu sheet.
[bookmark: _Toc41296782]Summary sheet and ChartAuto sheet
To get to the Summary sheet and ChartAuto sheet, click on the hyperlinks on the menu sheet. The Summary sheet assembles the chart of accounts data before passing it on to the final output which is the ChartAuto sheet. Both these sheets are protected and cannot be changed.
Summary sheet
Columns D and E on the Summary sheet provide an automatic listing of the admin codes and descriptions on the all the detailed code sheets, leaving blank rows between the organisations to allow for any additional lines that may be added on the detailed code sheets. 
Columns A, B and C provide Excel formulas that eliminate the spaces when the codes are transferred to the ChartAuto sheet. 

ChartAuto sheet
Columns A and B of the ChartAuto sheet contain the final chart of accounts which can be copied and used in other applications.  Column D is a working column which is not part of the final output and should be ignored when copying the chart of accounts. 


COA Output for Templates
This provides the code in hierarchal order and will be used to feed into the Budget Formulation and Compilation Templates, Budget Performance Reporting Templates and Cash Planning Templates. 
[bookmark: _Toc27324691]Figure 7: Summary sheet – economic revenue
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[bookmark: _Toc27324692]Figure 8: ChartAuto sheet – economic revenue
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[bookmark: _Toc27324693]Figure 9: COA Output for Templates– economic revenue
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[bookmark: _Toc41296783]The COA Constructor Economic Expenditure workbook
This section describes how to operate the COA Constructor Economic Expenditure workbook.
[bookmark: _Toc41296784]Menu sheet
The menu sheet has one line for ‘high level codes’ (two-digit and four-digit codes) and one line for each six-digit code.  
Hyperlinks
The hyperlink to ‘High level codes’ takes you to the worksheet which lists the two digit and four-digit codes. 
Each six-digit economic expenditure code is represented by a sheet in the workbook.  The hyperlinked code number will take you to that sheet.  
Hyperlinks for ‘Summary’ and ‘ChartAuto’ will take you to those sheets.
[bookmark: _Toc27324694]Figure 10: Menu sheet – Economic expenditure codes
[image: ]
Data on the Menu sheet and High-Level codes sheet
In general, there should be no reason to change the codes or descriptions on the menu sheet or the high-level codes sheet.  These codes are national and should apply to all states.  Some of the codes may be surplus to requirements but this does not matter because they will be ignored by other applications, such as budget preparation or performance reporting.  
[bookmark: _Toc41296785]Six-digit codes sheets
There is one worksheet for each six-digit economic expenditure code.  This shows the corresponding two-digit and four-digit codes for each six-digit code and lists the eight-digit detailed codes that fall within the six-digit code, as shown in the figure below. 
As with the menu sheet, there should be no reason to change any of the codes or descriptions for the two-digit, four-digit or six-digit codes. However, the eight-digit codes will often need to be made specific for the requirements of the state.
In the example below, the eight-digit codes (types of sales) can be made specific to the State’s needs, by changing or adding to the list, or deleting unnecessary descriptions. 
[bookmark: _Toc27324695]Figure 11: Economic revenue detailed codes
[image: ]
The hyperlink in Cell F1 will take you back to the Menu sheet.

[bookmark: _Toc41296786]Summary sheet and ChartAuto sheet
To get to the Summary sheet and ChartAuto sheet, click on the hyperlinks on the menu sheet. The Summary sheet assembles the chart of accounts data before passing it on to the final output which is the ChartAuto sheet. Both these sheets are protected and cannot be changed.
Summary sheet
Columns D and E on the Summary sheet provide an automatic listing of the admin codes and descriptions on the all the detailed code sheets, leaving blank rows between the organisations to allow for any additional lines that may be added on the detailed code sheets. 
Columns A, B and C provide Excel formulas that eliminate the spaces when the codes are transferred to the ChartAuto sheet. 
ChartAuto sheet
Columns A and B of the ChartAuto sheet contain the final chart of accounts which can be copied and used in other applications.  Column D is a working column which is not part of the final output and should be ignored when copying the chart of accounts.
COA Output for Templates
This provides the code in hierarchal order and will be used to feed into the Budget Formulation and Compilation Templates, Budget Performance Reporting Templates and Cash Planning Templates. 

[bookmark: _Toc27324696]Figure 12: Summary sheet – economic expenditure
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[bookmark: _Toc27324697]Figure 13: ChartAuto sheet – economic expenditure
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[bookmark: _Toc27324698]Figure 14: COA Output for Templates– economic expenditure
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