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• The workbook consists of 9 key sheets across 
two sections
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• You can click these buttons to quickly navigate 
to any of the pages
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• Each page contains a header and sub-header 
relevant to that page (you can update these for 
your business)
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• There is also a ‘Home’ button on the top-right 
that takes you back to the index page so you can 
quickly navigate around the workbook
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• The ‘Summary cashflow forecast’ contains a 
condensed view of the net cashflows for the 13 
weeks ahead

• These figures are coming from the detailed 
cashflow found on the ’13W CFF’ page
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• The ‘Reporting charts’ consists of four key 
visuals

• ‘Net cashflow’ shows the overall net cashflows 
for the business for each of the 13 weeks

• ‘Closing cash’ shows the company’s closing 
cash position at the end of each week

• ‘Closing liquidity’ takes the closing cash 
position but also takes into account any 
revolving credit facilitates available to the 
business to present the company’s overall 
liquidity position at the end of each week 

• ‘Week-on-week movements’ is a bridge that 
shows the drivers of the opening to closing cash 
for the first week of the forecast
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• The ‘Variance analysis’ section allows you to compare your 
forecast vs. actuals for any defined week
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• The cashflow line items along the left are those reflected on the 
face of the detailed cashflow
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• You can then type in the calendar week of actuals and forecast 
you would like to compare

• Note: You should compare the same week of actuals and 
forecast for a meaningful comparison. The example in the 
screenshot only has the forecast starting from week 32 with no 
actuals yet available for that week
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• You can then compare your forecast vs. actuals to understand 
the drivers of your forecast variance at a detailed cashflow line-
item level
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• The cashflow contains a column for the prior week actuals, 13 columns for the weekly forecasted cashflows, and then a total for the 13 weeks
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• You can set the starting period for the cashflow by manually entering the week commencing date

• All other dates in the workbook then update automatically
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• All figures for prior week actuals are driven by data uploaded into the ‘Bank postings’ page
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• All the figures for the ‘Trading receipts’ section are formula driven
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• Accounts receivable is driven by the ‘AR report’ page
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• All other trading receipts are driven by the ‘New sales’ page
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• The ‘Trading payments’ section is formula driven
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• Accounts payable is driven by the ‘AP report’ page
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• All other trading payments are driven by the ‘New purchases’ page
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• All non-operating receipts / payments are driven by manual inputs

• Each line item has space for up to three lines of manual cashflow inputs

• As these cashflows are irregular, they are unlikely to have an automated data source to pull from

• However, if you have a table that allows you to forecast these line items automatically then you can model these in directly
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• The closing cash position for each week is calculated automatically

CashflowFree User manual
>

>
<

<13 week cashflow forecast



27

• Manual input cells are provided for any undrawn revolving credit facilities to allow you calculated your total available liquidity
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• A comments section is available if you would like to make notes regarding any of the specific cashflow line items
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• Cash inflows should be formatted as positive figures and outflows as negative figures
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• Cash actuals data for prior weeks comes from the ‘Bank postings’ page
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• The actuals table has space for 14 weeks of prior week figures
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• Update the manual input cell for the first week commencing 
date to set the period of actuals you would like to record
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• You will also need to input the opening cash position for the first week of actuals

• The closing cash position after accounting for net cashflow will then be carried over as the opening cash position for the forecast
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Data input
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• The data input section allows you to paste your cash actuals data from your bank account
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• The payment categorisation lookup table on the right gives you the space to take your 
transaction descriptions and map them to a specific cashflow line item
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• Based on the payment categorisation lookup your transactions will automatically be tagged to a cashflow line item
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• You also have the space to manually override these categorisations using the drop-downs provided
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• The categorisation outputs will then reflect any manual overrides

• These categorisations will then be used to map your transactions to the cashflow actuals
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• This page provides you the space to paste in your latest accounts receivable ageing report
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• You can paste in your latest ageing report in the data input section on the left
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• You can then phase the timing of those receivables over the next 13 weeks using the input cells on the right
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AP report 

Data input
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• This page provides you the space to paste in your latest accounts payable ageing report
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• You can paste in your latest ageing report in the data input section on the left
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• You can then phase the timing of those payments over the next 13 weeks using the input cells on the right
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• Input your forecasted new sales across each revenue stream for the next 13 weeks ahead
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• Input your average Days Sales Outstanding (DSO) to estimate the timing of cash collections for new sales on this basis
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• For each of your new sales revenue stream, you can phase the expected timing of cash collections based on a number of drop-down options
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• This converts the value of new sales from a P&L perspective to an expected timing of cash inflows which is reflected on the forecast
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Data input
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• Input your average Days Payables Outstanding (DPO) to estimate the timing of cash payments for new purchases on this basis
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• The value of new purchases across the COGS categories will then be calculated as a % of revenue from the ‘New sales’ page
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• For each of your COGS categories, you can then phase the expected timing of cash payments based on the drop-down options
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• Input your forecasted weekly costs for payroll for the next 13 weeks ahead
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• For each payroll category, you can then phase the expected timing of cash payments based on the drop-down options
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• Input your forecasted weekly costs for other operating expenses for the next 13 weeks ahead
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• For each expense category, you can then phase the expected timing of cash payments based on the drop-down options
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• The ‘Category lookups’ page drives the naming of cashflow line items which are reflected across the workbook
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• The Category table on the left reflects the line items of the cashflow sections on the face of the forecast

• These names then drive the sub-categories of the five tables along the right
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• The ‘Receipts’ table provides space for five items of different revenue streams
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• The ‘COGS’ table provides space for six sub-categories that make up your cost of goods sold
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• The ‘Payroll’ table provides space for three sub-categories that make up your payroll costs
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• The ‘Other operating expenses’ table provides space for seven sub-categories that make up your other operating expenses

CashflowFree User manual
>

>
<

<Category lookups



69

• The ‘Non operating’ table provides space for eight sub-categories that make up your non operating receipts / payments
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Important Legal Notice & Disclaimer

1. Educational and Informational Purpose
This document and the information contained herein (the "Content") are provided by 13WEEKS Cashflow Ltd for educational and illustrative purposes only. The Content represents general industry best practices and is intended to serve as a guide for your own 
independent application.

2. Professional Status & Non-Advisory Nature
While the Content has been developed by a Chartered Accountant, the provision of this document does not constitute the delivery of professional accounting, financial, legal, or tax advice. Your use of this document does not create a professional-client 
relationship between you and the Company or its directors. This is an "off-the-shelf" educational product and is not a substitute for bespoke professional advice tailored to your specific business circumstances.

3. No Warranty as to Accuracy or Suitability
While we strive for excellence in our Materials, 13WEEKS Cashflow Ltd makes no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, or suitability of the information, methodologies, or formulas described. 
Any reliance you place on such information is therefore strictly at your own risk.

4. Limitation of Liability
The user assumes full responsibility for any business decisions, financial models, or actions taken based on the Information provided. To the maximum extent permitted by the laws of England and Wales, 13WEEKS Cashflow Ltd shall not be liable for any direct, 
indirect, or consequential loss or damage (including, without limitation, loss of profit, loss of data, or business interruption) arising from the use of this document.

5. Independent Verification
Business and financial modelling involve inherent risks and variables. We strongly recommend that all data and outputs are independently verified. If you require formal professional assurance, a sign-off on financial documents, or bespoke advice, you must 
seek a formal engagement with a qualified professional.
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