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The Business Planning Tool (BPT) is an Excel-file which assists you to prepare your business plan. It will help you to do different cost calculations for your business plan, step by step. 

You will find links to each phase’s Business Planning Tool in MediaWiki under the Game Tool Box heading. At the beginning of the page there are instructions on how to use the Business Planning Tool. At the end of the page you will find the links to the Business Planning Tool of each phase.
In order to use the Business Planning Tool you will need Microsoft excel version 2003 or newer on your computer.
The Business Planning Tool excel-file utilises macros. Before you can use it you will have to allow the use of macros on your computer.

If you have Excel 2003, you can allow macros by doing the following: 

· Start Microsoft Excel and Click on Tools 

· Highlight Macro and Click on Security 

· Click on either Medium or High to select it 

· Click on OK and Close the excel file 

If you have Excel 2007 you can allow macros by doing the following: 

· Start Microsoft Excel

· Click the "Office" button (at the top left) and Select Excel Options 

· Select Trust Centre and Select Trust Centre Settings

· Select Macro Settings and select to Enable all macros 

· Click OK and Click OK again then Close the excel file 

Once you have enabled macros, you can Right click on the link of the Business Planning Tool that you want to use and select "Save target as". Save the Business Planning Tool to your computer in a folder where you can easily find it for later use.

You can then open the Business Planning Tool from location you saved it with macros enabled. The Business Planning Tool is now ready for use. 

When playing the game, you will be asked to use parts of the Business Planning Tool several times for different purposes: for preparing your business plan, for organizing your operations and for analyzing your quarterly and annual business performances. 
Whatever changes you make in the Business Planning Tool require you to save the changes in the table of content page.  It is recommended that you save your results regularly by pressing CTRL+S together or to save a new version, use the "Save As" button. By clicking “QUIT” you can choose to save changes or not. By clicking “SAVE AND CLOSE” changes you have made will be saved and Excel will be closed. Note that you may lose any unsaved changes, if you are using other Excel workbooks at the same time as the planning tool. Therefore if you want to make notes, use another application for that purpose (e.g. Notepad, Word). 

At the beginning of each phase’s Business Planning Tool there is some market data information that you may use on the basis of your business plan. On the top of each worksheet there are instructions for each specific task. According to the instructions on the worksheets please fill in all necessary information. You only have to fill in green cells with a blue margin. All the other cells are calculated automatically. When you want to proceed from one sheet to the next sheet, click Next.  If you want to return to the previous page, click Previous. Whenever you want to print your inputs on a certain page, click Print. If you want to go back to the Table of Content page, click Table of Content Page

At the end of your business planning you will see the effects of your decisions and at this point you may change your inputs.
