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MONTHLY SUBMISSION PROCESS 

Module: Entering and uploading a forecast   

Audience: Principal Departments and Agency Users   

System: Cash Mangement            Cashflows              Cashflow Sheet 

System 

Process: 

Monthly Submission Window:  

Scenario: • The monthly submission window opens. 

• Agency users have prepared their forecasts for each account category and are 

ready to upload. This module assumes that forecasts are uploaded from an Excel 

spreadsheet. 

• Alternatively, detailed instructions are provided within the module if a user wishes 

to Copy/Paste their forecasts.   

 

• Align bank accounts to correct categories (Restricted, Unrestricted, Crown Trust 

and Crown Revenue accounts). 

• Files can be integrated as part of your processes, but formulas must be removed 

(hard-coded) for entry. 

• The template must be the 1st tab in the workbook being uploaded. 

• Only existing line items can be used. New line items cannot be added. Irrelevant 

line items can be left blank or deleted. 

• Line items must be placed in Column A and Dates in Row 1. 

• The template must be populated in $000s. 

• RECOMMENDED BROWSER: CHROME or MICROSOFT EDGE 
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Step 1: Navigate to the Cashflow Sheet in MyTreasur-e 

a) Click on Cash Mangement            Cashflows           Cashflow Sheet 

 

Step 2: Select the required fields to generate the Cashflow Sheet for your Agency and 

Account category 

a) Using the drop-down menu in Our Bank Account Name select your relevant Agency and 

Account category for each bank provider you use, or filter by typing the name of your Agency.  
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• The naming convention in Our Bank Account Name is standardised to ensure 

easier selection of accounts. All Bank Account Names commence with the 

Agency Name, followed by the Account Category (Restricted, Unrestricted, 

Crown Trust and Crown Revenue). This is then followed by the Bank Account 

provider (Westpac or ANZ) and the Prime ID code. 

 

• You will have a maximum of four Bank Account Names. 

Results: 
 

 
 

• Once Our Bank Account Name is selected in MyTreasur-e, then the fields 

Business Unit Name, Entity Name, Bank Name and Our Bkt Acct Group 

Name will grey out. When entering any data (including Monthly submissions and 

Daily adjustments) into the Cashflow Sheet, you must only select Our Bank 

Account Name. 
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b) Using the drop-down menu in Cashflow Scenario 1 Name select the relevant submission 

month, or alternatively type the name of the scenario. 

 

 

• The relevant submission month will depend on the month you are submitting 

forecasts for. You will need to pick Submission December 2021 if you are 

submitting for the 12-month period ending November 2022 (includes 2 months of 

daily forecasts for Dec 2021 and Jan 2022).  

c) Click on Go 
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d) The Editable Flag will be ticked, indicating that the Cashflow Sheet is open and forecasts can 

be entered. 

 

 

• You can directly search within any of the drop-down menu fields to enable 

filtering and easier selection.  

 

• HIGH PRIORITY TIP: Anytime you change the Account Category or Scenario, 

click on Go to refresh the Cashflow Sheet. If you change a drop-down value, but 

do not hit Go it will not have refreshed the screen. 
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Step 3: Enter the Cashflow forecasts for required line items in the Cashflow Sheet. This can 

be done in three ways: 

a) Directly enter forecasts within the Cashflow Sheet. Refer to Step 4 for more detailed 

instructions on entering Opening Balances. If using this method, skip Step 5 and 6.    

 

b) Copy and paste forecasts from an external file to the Cashflow Sheet (Ctrl C + Ctrl V) 

c) Import an Excel spreadsheet. If using this method, please skip Step 4 and refer to Step 5 

onwards. 

 

• The Cashflow Sheet can be saved any time. You can re-login and come back to 

it later at your own convenience. 
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Step 4: Insert an Opening Balance for the Starting Date of the submission period directly 

within the Cashflow Sheet 

a) The Opening Balance is highlighted in orange and has a blue tick mark adjacent to it. For the 

first day of the submission period, an Opening Balance must be entered. 

 

b) Enter an Opening Balance amount in thousands. 
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c) Click on the blue tick mark to confirm the balance. 

 

d) A Dialog box Save Captured Opening Balance Complete will appear confirming that the 

Opening Balance has been saved in the Cashflow Sheet. Click OK. 

 

 

• Opening Balances must be entered in $000s. The Opening Balance for all dates 

within the submission period will auto-populate based on the amount initially 

entered. 
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Step 5: Import the populated excel spreadsheet   

a) Navigate to the Cashflow Sheet in MyTreasur-e and click on Import  

r  

b) Click on Browse to locate your file. 
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• The flag Delete Old Data on Import Flag can be used to refresh numbers in the 

Cashflow Sheet. Leaving the box ticked which is the default option will replace all 

numbers within the Cashflow Sheet with the excel template uploaded. If unticked, 

any cashflows in the Cashflow Sheet (Original cashflows) will stay the same and 

a new cashflow will be created to make up the difference between the cashflows 

in the Cashflow Sheet (Original cashflows) and imported forecasts in the Excel 

template.  

c) Click on Direct Import to start the importing process 

 

d) The Import Results should show the records imported if successful. This will also be sent to 

you via email. If unsuccessful, the Import Results will display 0 records generated.  
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e) Close the Dialog box. 

 

Results: 

  

• The Cashflow Sheet in MyTreasur-e should now be updated and align with 

numbers in the Excel template. 
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Step 6: Confirm the Opening Balance in the Cashflow Sheet    

a) The Opening Balance is highlighted in orange and has a blue tick mark adjacent to it. For the 

first day of the submission period, an Opening Balance must be confirmed. Click on the blue 

tick mark to confirm the balance.  

 

b) A Dialog box Save Captured Opening Balance Complete will appear confirming that the 

Opening Balance has been saved in the Cashflow Sheet. Click OK. 
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Step 7: Add Third Party Names to Intra-Agency Transfers (Only applicable to some 

Agencies) 

a) For Inter-Entity Cashflows, users can nominate to enter a Third Party Name. This includes, but 

is not limited to:  

- Grants Paid to Cluster Agencies 

- Internal Transfer Out (Intra-Agency) 

- Transfer paid to Agency within Cluster 

- Payments to NSW Agencies outside Cluster 
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b) On the relevant forecast in the Cashflow Sheet, right click and a Dialog box will appear. 
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c) In the Dialog box, scroll to the right to find Third Party Name (1). This dropdown can be used 

to select a Third Party or alternatively type the name of the Agency/Cluster. Once selected, 

click Save (2) and close the Dialog box. 

 

d) If there is more than one intra-Agency transfer, you can create as many Cashflows as required 

by clicking on the plus icon.  

 

  

1 

 

2 
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e) This will create an extra cashflow with a nil amount. You will be required to populate the 

Amount (1) and any Third Party Name as required. Once you have created the extra 

cashflows, click on Save (2).  

 

f) You can also duplicate a cashflow. This can be done by ticking the Checkbox (1) and then 

clicking on Duplicate (2). This will create a new cashflow with the same properties (including 

Amounts) as the original cashflow.  

 

1 

2 
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Results: 

 

 

• Forecast amounts in the dialog box will be displayed as actual units, but will be 

displayed in thousands in the Cashflow Sheet. 

g) To delete a cashflow, click on the trash icon. A Dialog box will appear confirming if you wish to 

proceed with the deletion. If satisfied, click ‘Yes’. Otherwise, click ‘No’.   
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h) Alternatively for Step 7c) above, Third Party details can be added by selecting the checkbox (1) 

and then clicking on Form View (2). 

 

  

2 

1 
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i) The Third Party can be selected or typed using the dropdown Third Party Name (1). Once 

selected, click Save (2).  

 

j) A Dialog box will confirm the records updated. If you are satisfied with the all the updates, click 

Yes. Close all Dialog boxes.  

 

  

1 

2 
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Step 8: Add Comments to Forecasts (Not Mandatory) 

a) For any forecasts entered in the Cashflow Sheet, a comment can be added if required by right 

clicking the Forecast you wish to add the comment to. A Dialog box will appear. 

 

b) Scroll to the right to find Comments (1). Type in any comments you wish to capture or may be 

deemed relevant for the Cash Optimisation team at NSW Treasury. Once entered, click Save 

(2). 

 

  

1 

2 
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c) Alternatively, to Step 8b) comments can be entered by selecting the checkbox (1) for the 

forecast you wish to provide comments for. Then click on Form View (2). 

 

d) Type comments under the Comments (1) section and click Save (2) to close the Dialog box.  

 

  

2 

1 

1 

2 
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e) A Dialog box will confirm the records updated and if you wish to proceed. If you are satisfied 

with the all the updates, click Yes. Close all Dialog boxes.  

 

Step 9: Review the Cashflow Sheet and Submit 

a) Following internal review, click on Submit. 
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b) A message will appear indicating that the Cashflow Sheet has been submitted.  

 

Results: 

 

• The Submission Status will change to Captured and will be received by the 

Cash Optimisation team at NSW Treasury. There is no workflow for an 

internal review in MyTreasur-e, as such any internal reviews must be co-

ordinated by Agencies and Principal Departments. 

  



Cash Forecasting Solution  

 

 

Step 10: Rejection of a Cashflow Sheet (only applicable if your Cashflow Sheet is rejected) 

a) If the Cashflow Sheet for the submission period is rejected by the Cash Optimisation team, the 

Agency user who has submitted the Cashflow Sheet will be notified via email of the rejection 

and comments (if any) from the Cash Optimisation team at NSW Treasury. You will need to 

login to MyTreasur-e and repeat Steps 1 and 2. The Cashflow Sheet for the relevant 

Submission period will display a Submission Status of Rejected. 

 

b) Click on Recall to be able to edit the Cashflow Sheet. 
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c) The Editable Flag will become ticked, and the Submission Status will become blank which 

means the Cashflow Sheet is now Editable. Add in the relevant forecasts as required. 

 

d) Submit the Cashflow Sheet as per Step 9. The Submission Status will change to Captured.  
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Step 11: Approval of Cashflow Sheet  

a) Once a Cashflow Sheet is approved by the Cash Optimisation team at NSW Treasury. The 

Submission Status for the submitted Cashflow Sheet will change to Approved. 

 

 

• Once a Cashflow Sheet is approved, a snapshot of all cashflows will be taken by 
MyTreasur-e and flow to the Monthly Baseline and Daily Adjusted Forecast 
(DAF) for the submission period. For details on the Daily Adjusted Forecast, refer 
to the Daily Adjusted Forecast procedure manual. 

• The Submission Status of the Cashflow Sheet will change during the workflow. 
Please refer below for a detailed understanding of the Submission Status: 

  

 


