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Overview

Primary Reporting and Information Management Aid (PRIMA) is a series of Microsoft Excel
(Excel) documents that outline reporting requirements and provide guidance and templates to
assist Commonwealth Entities in preparing their annual financial statements. Specifically,
there are three versions of PRIMA:

1. Forms of Financial Statements (PRIMA Forms),
2. PRIMA lllustrative Financial Statements (PRIMA Illustrative) and
3. PRIMA Template.

Adherence to the PRIMA Forms is mandatory.

PRIMA lllustrative and PRIMA Template are designed to assist Commonwealth Entities in
the preparation of their financial statements and are not mandatory.

This user guide is designed to highlight the key features of the different versions of PRIMA
in conjunction with general instructions and trouble shooting.

The PRIMA Forms and PRIMA lllustrative have been developed using Excel in a more
interactive format enabling greater usability and navigation throughout the document and are
designed to be used in a ‘point-and-click’ manner. They include links to Australian
Accounting Standards (AAS) issued by the Australian Accounting Standards Board (AASB).

User instructions on the use of PRIMA is contained later in this document. Note that PRIMA
documents are prepared with Microsoft Office 2007, if problems arise with opening or
macros please contact the Accounting Policy Branch at Department of Finance and
Deregulation at AccountingPolicy@finance.gov.au.
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General Instructions

General instructions for using the PRIMA Forms and PRIMA Illustrative are outlined below.
Initialisation

As PRIMA Forms and PRIMA Illustrative use macros, the level of Macro Security in Excel
needs to be amended.

To amend the level of Macro Security in Excel, select 2003 Menus > Tools > Macro Security
as shown below:

= ®ee - Bookl - Microsoft Excel
s ——— ——
Home  Insert Data

Page Layout  Formulas COUEURERY TR 2003 Menus Developer  Acrobat  Training @
File = Edit = View v Insert ~ Format ~ |Tools ~| Data ~ Window ~ | Draw ~ |3 || L Shape
10 = 3 el &) S &2 speling.. e 3 &b T - Q- @@ Bl oa o .
Q Share Workbook...

Al hMLS ‘5 Track Changes b ¥
4 A B Gi H 1 1 K L
1 .I Pratection 3
2 &3 Publish »
: Goal Seek...
1
z Scenario Manager...
5 Track Changes 3
7 B Macos »
3 A\ Macro Security
9 ,’_fl Visual Basic 3
10 Addns...
1 More Commands...
12

] | Excel Options

13

Figure 1

[
If 2003 menus are not available, click the Microsoft Office Button = , and then select Excel
Options > Trust Center > Trust Center Settings > Macro Settings.
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This will provide the following dialogue box:

Trust Center

Trusted Publishers

Macro Settings

Trusted Locations ) )
For macros in documents not in a trusted location:

Add-ins () Disable all macros without notification
@ Disable all macros with notification

ActiveX Settings - o
) Disable all macros except digitally signed macros

" Macro Settings " ) Enable all macros (not recommended; potentially dangerous code can runj

Message Bar Developer Macro Settings

External Content
Trust access to the VBA project object model

Privacy Options

Figure 2
Select the ‘Disable all macros with notification’ security level and press OK.

Note: The initialisation process needs only to be done once, however by setting the Macro
Settings level to ‘Disable all macros with notification’, you will be notified each time you
open a workbook which contains macros.
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Begin Using the PRIMA Forms and PRIMA lllustrative

On opening the PRIMA Forms or PRIMA lllustrative, , the following dialog box will be
displayed provided the initialisation step above has been undertaken:

. ®ee - testxlsm - Microsoft Excel
) e

Page Layout  Formulas Data Review  View 2003 Menus Developer  Acrobat  Training @

Sehset~ || E - ? Lﬁ

I Delete ~ || @]~

o Sort& Find &
| %68 5% [EFormat ~ || G~ Filter~ Select~

0 .00

Q Security Warning Some active content has been disabled. Options., *
[ 118 -C & ]
4 A B c

1 Reference
2
FMO 121.9.10 PRIMA Autherity uses an Activity Based Costing System to determine the attribution of its shared items. This sys|

©on a time and motion study for corporate activities conducted in the year [....] for the [financial year] Budget. Anupd
and meotion study was concluded for the 2008-09 Budget. The basis of attribution in the table below is consistent wil

3 [IMISC_066] for the Budget.

4 " #NAME?

5

6 [IMISC_067] Outcome 1 Outcome 2

7 2010 2009 2010 2009 -

8 $°000} 57000 §°000] 57000 $

9 Expenses - - - -

10

11 Income from non-government sector

12 [2NR_001] Activities subject to cost recovery - - -| -

13 [3MISC_026] Other i B - N

14 Total -| - - -|

15

16 [3MISC_027] Other own-source income - - - -

Figure 3

Click on “Options...” and then:

r—— ——
Microsoft Office Security Optia

@ Security Alert - Macros & ActiveX

Macros & ActiveX

Macras and one or more ActiveX contrals have been disabled. This active content might contain viruses or other security hazards. Do not enable this
content unless you trust the source of this file.

‘Warning: It is not possible to determine that this content came from a trustworthy source. You should leave this content disabled
unless the content provides critical functionality and you trust its source.

More information

File Path:  C:\Users'simluc\test.xdsm

") Help protect me from unknown content (recommended)

s content!

Figure 4

To begin working with PRIMA Forms or PRIMA lllustrative, select ‘Enable this content’ and
then click the OK button.
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PRIMA Forms

Functionality and usability of the PRIMA Forms are explained below.

Table of Contents

The Table of Contents worksheet contained in Forms provides a list of all worksheets within
the document. To quickly access any sheet within the Forms, click on one of the worksheet
links. The Table of contents page is shown below:

- ee - testadsm - Microsoft Excel
) EE NN evdm - MoooRBee
Home Insert Data

Page Layout  Formulas

Review View 2003 Menus  Developer Acrobat Training @

T = 5 Conditional Formatting ~ || S=Insert ~ || X - ? [ﬁ
B |B I O-[A A |'$ - % ||| 5% Format as Table - % Delete - || ]~
Faste I - A e [Z) Cell Styles - & Format ~ || 2~ ?i?t:,Bf SF‘JSH&.
i F) F
| AL - ¥
4 A B c D E F Z—
; : Tahle of Content e
able of Contents
3 1 Worksheet
4 PRIMA General Information 3 3 link
5 Statement by the Directors, CEO and CFO 4 n
6 Statement of Comprehensive Income 3
7 Balance Sheet 7
8 Statement of Changes in Equity 9
9 Cash Flow Statement 1
10 Schedule of Commitments 13
1 Schedule of Contingencies 16
12 Schedule of Asset Additions 18
13 Note 1: Summary of Significant Accounting Policies 19
14 Note 2: Events After the Reporting Period 30
15 Note 3: Expenses 31
16 Note 4: Income 33
17 Note 3: Income Tax Expense (Competitive Neutrality) 32
18 Note 6: Other Comprehensive Income 40
19 Note 7: Financial Assets 41
20 Note 8: Non-Financial Assets 43
21 Note 9: Payables 53
Note 10: Interest Bearing Liabilities 37

PRIMA General Information

Ready | B

Figure 5

To return to the Table of Contents page after visiting a worksheet, press the back arrow in the
Quick Access Toolbar at the top of screen.

If the back and forward commands do not appear, click on the menu symbol to add more
commands to the Toolbar. See below for further detail.
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Menus  Developer Acrobat  Training @

S Insert ~

I Delete ~

oS- A [H Format -

27 Filter~ Select~

Back and
Forward s
buttons appear 2
here 1

19
i 4 » ¥ ] Sheetl | Sheet2 “Sheet3 /7]

Click here to
access more
commands for
the toolbar

Figure 6
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Links to Accounting Standards

There are several worksheets within the Forms, with each sheet referring to a different face
statement or note to the financial statements.

Any label in the ‘Reference’ column that begins with AAS or AASB can be clicked on to gain
access to the AASB website. Labels can be identified by moving the cursor over it, as the
cursor will turn into a pointing finger. A label example is shown below:

= ese -
Ba"" L W
Home ERGH-E Page Layout  Formulas Data Review  View 2003 Menus Developer  Acrobat  Training @

& [frmes mews [ | it amatin- | Seimrt =% - Ay

‘B Sa|B £ U-[|A & - ||| $ - % o+ ||| &5 Format as Table - 5% Delete - || (8]~

Paste [ «0 .00 0 - Sort & Find &

o : : | %68 5% 15 Cell Styles - [EFormat - || 2~ Fitter - Select~
= | Fl |7

B4 ~ 2 Jfe | AASE 101.10(b) ¥
4 B C D E F G H I J
1 Reference STATEMENT OF COMPREHENSIVE INCOME [SHOWING NCOS]
i for the period ended 30 June 2010 Jeble of
4 [AASB101.10(b) 1
5 - 2010 2009
6 Notes $°000 $°000
7 EXPENSES
8 Employes benefits 3A
9 Supplier expenses 3B
Grants 3ic
Depreciation and amortisation iD
AASE 101.82(8) Finanee costs 3E
Interactive Writs-down and impairment of assets 3F
14 Forsign exchangs losses 3G
Label 16 Losses from asset sales 3H
16 Other 31 -
17 Total expenses .
18
19 LESS:
20 OWN-SOURCE INCOME
21 Revenue
22 Sale of goods and rendering of services EEN

Table of Contents PRIMA General Information Statement by Officer

Figure 7
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% @gConvert = [ Select

5 Favorites | S5 @] http--wwwi.charteredacco.., Training ~ @& AASB | Comlaw @ Finance Circulars @ | FinanceBriefs & AGN
o "
{& Accounting standards - v [ dh v Pagew Safety~ Tools~ @~
*

m_|»

% Australian Government
ebge ¥ Australian Accounting Standards Board Contst
Home Work In Progress News Publications Archive
» Pronouncements > Cun ris 8 a A
Home

Pronouncements =]
Search by reporting period
Browse for
pronouncements
Current financial year
standards This table lists in numeric order only the most recent version of each Accounting Standard.
gearch fo‘r a specific Some of these versions will apply to future reporting periods, but may be applied early. Use the
ocumen|
Search pronouncements by reporting period page to find the version of each Standard that
Board agenda decisions applies to any particular reporting period.
Tables .
Glossary of defined terms Where a Standard has been amended and a compiled version has been prepared, the
Statements of aceountinn camniled varsinn iz listed halnw The nrininal Standard fincludinn tha Prafaral and any S
< n | 3
€ Internet | Protected Mode: On Ja v RI0% -

Figure 8

Click on the appropriate standard to open in Portable Document Format (pdf).

1 http:ffwww.aasb.com.aufpublic_docsfaas_standands/hhS25_6-%8.pdf - Mi

File Edt GoTo Favaorites Help

eBack ) | \ﬂ @ h /:\J Search ‘~§'\'{Favorites ﬁ‘j{ é' :_\;

Address |@ htkp: fhenene, aasb.com. aufpublic_docsfaas_standardsiaaszg_g-98.pdf e Go Links
H 0] (O] s @ @ (] @ [ F @ D

] Search PDF

Finished searching For:
— b.1

Search Button

Total instances found:
b

> (mmzewe ]

—— | Zoom Level

Selected Note P
B ottt v
4 4[ 50 | b bl | © ©
JDone Unknown Zone

Figure 9

Press on the ‘Search’ button to display the search function.
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Type in the appropriate paragraph number OR keywords in the *Search’ textbox and click
‘Search’ button to perform a search.

Note: Sometimes, it is possible to find more than one match for a particular section. As a
result, the initial search function may not immediately display the correct section of the
standard. By maximising the Internet Explorer screen, all found matches will be displayed.
An example is shown below:

] 1w i rom . b sar by S compbbore{ RSB 9 04 CVP 1L ol v 8w

Blsevcws = F5 @ | s | | 2 | I st G5 | @ - w

Tancial vep

Multiple i
matches
shown on
maximising
Explorer
window

Hide Button

e

Figure 10

The appropriate section of the standard can be selected by clicking on the particular match in
the search results box.

Press the ‘Hide’ button to remove the search function from the screen. The zoom function
within the Internet session can be used to enlarge the size of the text.

Note: While it is possible to have multiple instances of the live sessions open, this may reduce
the operating effectiveness of your computer system. It is therefore recommended that after
viewing each standard, the Internet Explorer is closed.
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Links to Notes/Other worksheets

Some worksheets have links to further information (generally notes to the financial
statements) contained within PRIMA Forms. An example of a note link is shown below:

Formulas  Data

General

|8 =% 9

S=Insert -
P Delete ~

&Y Format ~

£ conditional Formatting ~
[B% Format as Table ~
[ Cell Styles =

20T A

- Sort& Find &
01 in

27 Filter - Select -

| <0 Lo
i S0

4 B C D E F G H I J
1 Reference STATEMENT OF COMPREHENSIVE INCOME [SHOWING NCOS]
g for the period ended 30 June 2010 g::é::; |
4 |AASB 101.1000)
5 2010 2009
6 Notes $°000 $7000
7 EXPENSES
8 Employee benefits 3 - -
9 Supplier expenses 3B
10 Grants 3ic
11 Depreciation and amortisation iD
12 |AASB 101.82(b) Finance costs 3E
13 Write-down and impairment of assets 3F
14 Foreign enchange losses 3G
: e = Hide Button
17 Total expenses - -
18
19 LESS:
20 OWN-SOURCE INCOME
21 Revenue
22 Sale of goods and rendering of services

Table of Contents PRIMA General Information Statement by Officer

Figure 11

Another way to navigate through the worksheets is by the use of ‘right-click context menu’.
This short cut menu can be access by a right click on the mouse anywhere on the worksheet.

mesnens-fo - (5 )=l
(B 7z u-la o |8 - o o |||lestifetl 5] - 30 -
Styles || Cells
R - | t{ - -
Mote 1: Summary of Significant Account...
Mate 2: Events After the Reporting Period - -
4 B C D
1 Reference Note 3 efienses nght CIICk
2 context menu
3 Mote 5: Income Tax Expense (Competitiv..,
‘; Note & Other Comprehensive Income
5 L Forms: Face Statae®hts » Mote 7: Financial Assets
T Forms: Notes b Mote 8 Non-Financial Assets
g Lof % | cut Note 9: Payables
2 Mote 10: Interest Bearing Liabilities
10 |AasB 100 53| Copy 9
11 AASE 100 [, paste Note 11: Provisions
E ol Paste Special.. Note 12: Restructuring
14 | A43E 101 Insert... Note 13: Cash Flow Reconciliation
15 Delete... Mote 14: Contingent Liabilities And Ass...
16 Clear Coptents Mote 15: Senior Executive Remuneration
:g 101 Filter N Note 16: Remuneration of Auditors
19 | AA3B 101 sort b Mote 17: Financial Instruments
ote 18: Income Administered on Behal...
20 AASB 101 (@ Insert Comment Mote 18: I Administered on Behal
21 | AASE 101 & t;” Note 19: Expenses Administered on Beh...
22 |AAsB 100 [(BF'| Format Cells...
Mote 20: Assets Administered on Behalf...
23 Pick From Drop-down List...
24 o anas Note 21: Liabilities Administered on Be...
25 Y mpemn; Note 22: Administered Recondiliation Ta...
26 | AASB 10]] o X
27 Total Assets Note 23: Administered Contingent Asse..,
28 Note 24: Administered Investments
23 LIABILITIES Note 25: Administered Financial Instru...
AASE 101.5 v
3? 40 ];“'zle! Mote 26: Appropriations
uppliers
32 Grants Mote 27: Special Accounts
33 Dividends Mote 28: Compensation and Debt Relief
34 Tax liabilities . i
H» [ “Cover . Table of Contents .~ PRIMAGa o e HesinIu
Ready | B Mote 30: Reporting of Outcomes

Figure 12
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Print Function

To access the Print menu, select the worksheet titled ‘Print’. The following Print menu will
be displayed:

@ " @ 8 ° Forms of Financial Statements (FMA Act) - Third Draft291010.xdsm - Microsoft Excel
Home ERGEENE

Pagelayout Formulas Data  Review View 2003 Menus Developer Acrobat Training @

General £ Conditional Formatting ~ || 5= Insert - [ﬁ
|'$ ~ % 9 ||| [B%Format as Table - 3 Delete ~
) Sort & Find &
| %8 %8| [Z) cell Styles - [& Format ~ lv Filter = Selact =
B
2
2
Print Setting
4
5 Print From: Print To:
g Cover j I Note 30 j
8 =|
9 =
10
11 Selection: 'Cover' to 'Note 30
12 Estimated pages: 150
13
14 Print o
i Custom Print All

Table of Contents PRIMA General Informatlo 4 [T r i

Figure 13

This Print menu uses Macros to format the page setup and print breaks, which enables quick
and easy printing of PRIMA Forms. Either the entire document or specific sections can be
selected for printing.
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PRIMA Illustrative

PRIMA lllustrative has the same functionality as the PRIMA Forms in relation to the table of
contents, links to accounting standards, policy & guidance, links to notes and printing .
PRIMA lllustrative has been populated with data to illustrate disclosures likely to be
applicable to the majority of Commonwealth Entities.
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PRIMA Template

The PRIMA Template is designed to provide Commonwealth Entities with a blank set of
financial statements. Note that the use of PRIMA Template by Commonwealth Entities is
optional.

Accordingly the Template has limited functionality in relation to macros, hyperlinks and
buttons for ease of maintenance and use.

Entities need to develop their own functionality within PRIMA Template as required. This
includes data input, mapping and printing.
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Troubleshooting

Below is a list of common questions and answers relating to PRIMA Forms and PRIMA
Ilustrative.

Question & Answers

Q. Nothing happens when I click on a label. Why is this?

A. Make sure that the label begins with AAS or AASB. These are the only labels that have
been designated to have live links to the AASB website. Also, ensure that you have turned

down the Macro Security level and that you chose to ‘Enable Macros’ when you opened the
PRIMA Forms or PRIMA Illustrative.

Q. ldon’t get taken to the right section of the Accounting Standard. Why is this?

A. Sometimes there will be more than one match for a particular standard search. To view
all matches found, maximise the Internet Explorer window. On the right hand side of the
maximised window, the search results box will be displayed. Choose the section of the
standard that you wish to view by clicking on the relevant link in the search results box.

Q. Sometimes the search function on the Accounting Standard website link doesn’t work at
all. Why is this?

A. This usually only occurs after many uses of the links within PRIMA Forms or PRIMA
lllustrative. To rectify the problem, you will need to restart your computer.

Q. I deleted a label by accident. What do | do?

A. While it shouldn’t be possible to delete any mandatory information in the PRIMA Forms
or PRIMA lllustrative, it’s recommended that you always have a clean backup copy of the
workbook. If there is not a backup copy, make sure that you exit the workbook without
saving any changes.

Q. Can I turn off any of the automatic functions?

A. At this stage, there is no user ability to turn functions off.
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Contact Details

For further inquiries please contact:

Alastair Higham
6215 2832
Alastair.Higham@finance.gov.au

Marta Whitbhy-Skousen
6215 3865
Marta.Skousen@finance.gov.au
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