
Detailed instructions on using the Practical Gains Tools 
 
How do the Tools Work? 
 
There are two separate spreadsheets involved in the process of recording and collating 
the practical gains that you achieve for your clients.  These spreadsheets are called:  
 

 the ‘Practical Gains Recording Sheet’ 

 and the ‘Practical Gains Results Sheet’ 
 
The ‘Practical Gains Recording Sheet’ spreadsheet is used to capture gains for each 
individual client. 
 
The ‘Practical Gains Results Sheet’ spreadsheet collates the data from each of the 
individual Practical Gains Recording Sheets to produce statistics on gains by subject area 
for each month of the year and a rolling total for the year so far.  To enable this to 
happen the data from each Practical Gains Recording Sheet has to be manually 
transferred over to the Practical Gains Results Sheet. 
 
Downloading the software 
 
The Practical Gains Tools have been developed using Excel and therefore you will need 
to have Mircosoft Office 97 or later installed on your PC.  Both spreadsheets include 
active content (known as Macros).  If you have difficulty downloading the software it is 
most likely because of the security settings on your PC or network which will not allow 
the use of software with active content.  Please speak to your IT administrator about 
adjusting your security settings so that you can use this software.  If you still have 
problems with downloading the software please contact Age UK at 
mark.tomlinson@ageuk.org.uk and we will offer you further IT support. 
 
Alternatively you may get a security message when you download the software about 
the ‘active content’.  If you have any concerns about downloading the software you 
should first check with your IT administrator before progressing beyond this message.  If 
your IT administrator requires further information or assurance about the active 
content/macros they can contact Age UK at mark.tomlinson@ageuk.org.uk. 
 
Getting started - Enabling Macros   
 
 The first thing that you will have to do to be able to use either spreadsheet is enable the 
macros that are responsible for some of the key aspects of the spreadsheets 
functionality.  On loading the spreadsheet either a security warning will pop up 
immediately or it will appear in a bar at the top of the spreadsheet. 
 
If the warning pops up immediately click the ‘Enable Macros’ button as shown below: 
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If the warning appears in a bar at the top of the spreadsheet you will need to click the 
‘Options…’ button in the bar as shown below: 
 

 
 
After selecting ‘Options…’ the following box will appear in the centre of the screen.  
Please select ‘Enable this content’ as shown below: 
 



 
 
And then click on ‘OK’ in the bottom right hand corner of the box. 
 
You may also find that you are unable to enable the macros.  This is most likely because 
your macro security level is set too high.  To use the software the macro security level 
needs to be set to ‘medium’.  You should consult your IT administrator before changing 
any of your PC’s security settings.  If your IT administrator requires further information 
or assurance about the active content/macros they can contact Age UK at 
mark.tomlinson@ageuk.org.uk. 
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Using the Practical Gains Recording Sheet 
 
On opening the Practical Gains Recording Sheet you will see a screen that looks like this: 
 
 
 

 
 
You should enter your client’s unique reference number/case number into the box for 
the ‘Client Reference’ and their name into the ‘Name’ box.  It is currently not necessary 
that you enter your client’s postcode as functionality to view statistics via postcodes has 
not yet been built into the software.  The ‘Related Case/Client Reference’ box is for your 
own administrative purposes in case you wish to be able to cross reference or link this 
client to another, for example their partner or carer. 
 
You can then select the type of practical gain you achieved for your client.  You do this 
by navigating a short series of menus.  The first menu can be seen in the screen shot 
above.  This menu breaks the gains down by the four key areas of the Age UK I&A 
flagship service.  After selecting one of these options you will be taken to a further more 
detailed menu relating to gains in that subject area.  
 
So for example if you wished to record that you had helped a client to receive a £200 tax 
rebate you would firstly select ‘Show Money and Benefits’: 
 



 
 
From the next menu you would select ‘Show Taxation Outcomes’: 

 
 
At this point you have the opportunity to record a ‘General Tax Gain’ if you wish to only 
have more limited practical gains data.  You would do this by entering a ‘Y’ in the white 
box below.  However to capture the more detailed gains data about the tax rebate you 
should instead select ‘Show More Detailed Tax Gains’: 
 



 
 
You can now enter the amount 200 into the white box for capturing a ‘Tax rebate 
(amount)’.  Having entered the figure either press ‘enter’ or click in another box on the 
spreadsheet to confirm the data entry. 

 
 
The same process can be completed for as many gains as are required to be recorded 
for the client.  You can quickly return to the original menu to record a new gain by 
clicking on the hide version of the main menu options buttons.  So for example below 
you would click on ‘Hide Money and Benefits’ button: 
 



 
 
Using the Help & Guidance sheet 
 
Throughout the spreadsheet you will find HELP markers.  Clicking on a HELP marker will 
take you to the help page that will provide further guidance about how to enter data 
into the relevant row of the spread sheet.  So for example, below if you wished to find 
out more about the ‘Other practical tax gain’ field you would click on the HELP marker 
to the right: 
 

 
 
This would take you to the relevant section of the ‘Help& Guidance’ page, as can be 
seen below.  Here you will find further explanation of the relevant aspect of the 
spreadsheet.  By clicking on the HERE marker next to the relevant guidance you will be 
returned to the data entry sheet. 
 



 
 
Saving your client’s details 
 
Once you have completed entering the practical gains achieved for the client you need 
to save the spreadsheet.  We would recommend that you save the document with a 
name that includes the client’s name or unique reference number and that you also 
save the document into a folder with the name of the month into which you want their 
data to be included to produce your statistics.  An example of how we would 
recommend you organise your data can be seen below.  You will see that there are 12 
monthly folders within a folder for the year (‘2010 & 2011’), which is itself within a 
folder for holding all practical gains data: 
 

 
 
How many clients in a case? 
 
Following consultation with local Age UKs the spreadsheet has been designed so that 
you can, if required, capture practical gains for both members of a couple and an 



external carer on one sheet.  If you prefer to either treat all three as individual 
cases/clients or the couple as a separate case/client from the carer then you can simply 
use a new spreadsheet for each.   
 
When entering welfare benefit details for couples you will sometimes be required to 
state the number of claims (e.g. if both have been awarded Attendance Allowance).  In 
cases where there are two individual claims to a benefit you should enter the amount of 
their joint weekly awards and state that there are two claims, as can be seen in the 
Attendance Allowance example below:  
 

 
 
This is also explained in the HELP section that can be accessed from the spreadsheet.   
 
When recording welfare benefit gains for a carer as a separate case/client you may wish 
to do so in the section specifically for ‘External Carers Benefits’ which you will find 
below ‘Client/Partner Benefits’ after selecting ‘More Detailed Benefit Gains’ (see 
below). 
 



 
 
By doing this the Practical Gains Results Sheet will be able to provide you with statistics 
specifically related to external carers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Using the Practical Gains Results Sheet 
 
The Practical Gains Results Sheet enables you to transfer in the data from the individual 
Practical Gains Recording Sheets and provides statistics about the practical gains that 
your I&A service has achieved for your clients by month and also for the year to date. 
 
Importing data into the Practical Gains Results Sheet 
 
Getting started 
 
THIS NEXT STEP IS VERY IMPORTANT: When you first open the Practical Gains Results 
Sheet you should immediately save it with a new name, for example ‘practical gains 
2010 & 2011’.  This is because the spreadsheet automatically saves every time you enter 
any data so unless you save the sheet with a new name immediately you will lose your 
master version of the spreadsheet. 
 
Next you should enter the correct period that you will be gathering data for (NB the 
Practical Gains Recording Sheet will let you collect one year’s data and the year can start 
in any month that you wish) and also the name of your Age UK. 
 

 
 
How to import data 
 
To import the data for a client you must first select the month that you wish to import 
the data into from the drop down menu: 
 



 
 
Then click on the ‘Import Practical Gains Recording Sheet’ button: 

  
 
When you do this a warning message will pop up saying ‘Choose the practical gains form 
that you would like to import.  Is the Excel workbook closed? Yes / No’.  If you have any 
Practical Gains Recording Sheets open you should click ‘No’ and close them before 
proceeding.  Otherwise click ‘Yes’.  This will then open up a window in which you will 
have access to your ‘My Documents’ folder.  If you have saved the Practical Gains 
Recording Sheets elsewhere select ‘My Computer’ from the left-hand column of the box 
to be able to locate them.  Find the Practical Gains Recording Sheet that you wish to 
import (hopefully now you can see why we recommended that you save your 
documents in the suggested manner) and either double click on the document or click 
on the ‘Open’ button in the bottom right-hand corner of the box.   The data will then be 
imported into the Practical Gains Reporting Sheet.  This can take a few seconds and we 
recommend that you use a newer or more powerful PC for importing the data to 
speed the process up.  Once the data has been imported you will see that details of the 
client will appear in the column on the right-hand side of the screen: 
 



 
 
You can view the client IDs of clients that have already been entered into the 
spreadsheet for any particular month by firstly selecting the appropriate month from 
the drop down menu and then clicking on the ‘Show Client IDs’ button.  The full list of 
client will appear in the column on the right-hand side of the screen: 
 

  
 
Viewing the results 
 
The statistical results for practical gains achieved in a single month or so far in the year 
can be accessed by selecting the appropriate work book at the bottom of the page: 
 

 
 
For both Monthly and Running Total the results are split into three pages.  The first page 
includes headline money statistics and all welfare benefit gain statistics.  The second 
page has statistics on all other monetary gains.  And the final page includes statistics on 
housing, health and social care and access to services and consumer issues. 
 



When wishing to view the results for a specific month you must firstly go to the 
‘Monthly Rpt Welfare Bens’ page and select the month from the drop down menu at the 
top of the page: 
 

 
 
This will then be the relevant month for all monthly data being shown by the 
spreadsheet and will appear at the top of all relevant pages.  To see data for another 
month you need to return to the ‘Monthly Rpt Welfare Bens’ page and change the 
month.  
 
You can use the menu on the left of the pages to navigate to different parts of the page.  
Selecting Back will return you to the top of the page: 

 
 
Further explanation of some of the statistics can be found in the NOTES page.  The notes 
page can be accessed by selecting the NOTES buttons on the right of the page: 
 



 
 
This will take you to the relevant section of the ‘Guidance Notes’ page, as can be seen 
below.  Here you will find further explanation of the relevant aspect of the spreadsheet.  
By clicking on the BACK TO MONTHLY REPORT or BACK TO RUNNING TOTALS REPORT 
marker next to the relevant guidance you will be returned to the report page you were 
looking at. 
 

 
 
Saving the Spreadsheet 
 
There is no need to save the spreadsheet as this happens automatically after each piece 
of data you import. 
 
Which month to input a client’s practical gains data into? 
 
It is entirely up to you which month you input a client’s practical gains data into but 
there are two common approaches and which you use will often depend on issues such 
as funder requirements.  You can either capture data in the month that a client’s case 
was opened or the month in which you close the client’s case. 
 


