What’s New in Microfin 3.5?
This document lists the most significant changes made between Microfin 3.0 and Microfin 3.5.  Not including many minor changes, there are nearly 100 new features listed.  The first pages of this document list the changes.  Those changes that require further explanation contain a hyperlink that will allow you to jump to a detailed explanation further on in this document.  This information supplements the information contained in the “Using Microfin 3” manual and the Microfin On-Line Help System.  The entire manual and help system will be fully updated with the release of Microfin 4, scheduled for mid-2005.
Environment

1. Introductory Mode: Added new Introductory Mode for new users; makes substantial modifications throughout the model by hiding many sections in order to simplify input; list of changes appears on Model Setup.
2. Revised Setup Wizard:  revised to ask about new features; when Introductory Mode is selected, many of the options in the wizard are pre-set.
3. Reorganized “Options” menu:  substantially reorganized to reflect new features; note that many options are hidden when in Introductory Mode.
4. Calculation lines:  Hid all support calculation lines at end of sheets; can be accessed via “Options / Set Display Options” menu when in Standard Mode.
5. Load Sample Data:  Added option to load FEDA case study sample data; available thru both the Setup Wizard and the “Options / New User Assistance” menu
6. Display hidden rows:  Added option to expose all rows via “Options / Set Display Options” menu when in Standard Mode.
7. Technical Documentation: Added option to display technical documentation via “Options / Set Display Options” menu.
8. Improved GoTo Menu:  Added “Go To Branch x” option on “GoTo” menu on Microfin Toolbar when you are in Branch/Regional mode.
9. Error Checking: Added numerous error checks throughout model to test for data entered and for logical inconsistencies.  When data appears in error, a message displays in red, next to the section.  This same error message also appears on the Navigator sheet.
10. Upgrade reminder:  Changed "old version" warning from one year to six months.  This message appears when Microfin is opened.
11. Zooming of Sheets:  Set zoom for all sheets to 100% after Erase procedure

12. New-user Reminders:  Added a series of "new user" reminders that show up every 7th time user changes sheets; covers issues like visiting the website, using F9 to recalculate, etc.  They are enabled via “Options / New User Assistance / Enable First-Time Alerts”.
13. Sheet Explanations:  Added explanations that are displayed the first time each sheet is opened.  These messages give a brief explanation of the purpose of the sheet.  They are enabled via “Options / New User Assistance / Enable First-Time Alerts”.
14. Locating Help File:  Allows user to search for Help file if it not found in expected locations

15. Time since last save: Added elapsed time since last save in notice after Microfin opened

16. Self-Study Demo Tools: Incorporated links for new self-study tutorials.  These demos will be released gradually over the November 2004 – July 2005 period.  The system is enabled via “Options / New User Assistance / Enable Self-Study Demo Tools”.
17. Pop-up Help Language: Add option to select language of pop-up help when user-defined language is enabled.
Navigator
The Navigator sheet has undergone a major revision and reformatting.  It contains much more information than before, and includes significantly enhanced data validation.  With the changes, it even better serves as a central location to guide the user through the planning process.

18. Data Validation:  Added “Review Data Validation” section, displaying number of errors, warnings, and “not dones”

19. “Not Done” Indicators:  Completely reworked “Not Done” system; added “?” alerts in Column D

20. Error checking:  Added numerous new “error” checks.  Moved all error messages (and new warnings) to far-right column
21. Warning System:  Added new “Warning” system with override feature

22. Comments: Reformatted Comments column to a single column using wordwrap

23. Content:  Added more info throughout the sheet

24. Self-Study Demos:  Integrated new “Demo” system throughout the sheet

25. Navigator Wizard:  Reworked the Navigator Wizard to reflect changes and new features

26. Initial detail level:  Defaults to Level 3 when first opened instead of Level 1
27. Before you start section: Added new “Before you Start” section describing tasks the user should perform before beginning to develop financial projections.
28. Import Validation:  Added import validation columns on far-right; does line-by-line validation of imported data; the columns are hidden from view when not needed

Model Setup

29. Introductory Mode: Added new Introductory Mode for new users.
30. Branch limit:  Added support for up to 20 branches in Excel XP and future versions; remains at 10 branches for other versions of Excel.
31. Adding branches:  Added ability to add multiple branch sheets at once.  The user receives the option after clicking the “Add New Branch” button.
32. % of Memory Used:  Added % of memory used stat when in Branch mode (for Excel prior to XP).  The figure appears on row 3.13 of Model Setup.
33. Program/Branch Terminology:  Added option to switch between Program/Admin and Branch/Head Office terminology when in Consolidated Mode.
34. Simpler options for Loan Projection inputs:  Added option to input Annual, Monthly, or Annual-and-Monthly loan projection figures.
35. Easier Fiscal Year definition:  Reworked FY section; eliminated override and default to show two years if FY doesn't start in January.
36. More indexing options:  Added two additional Indexing Source options; allow them to be named; made exchange rate required.
37. Optional Historical Financials:  Add option to skip Historical Financial Statements and Initial Ratio Analysis; affects other sheets for input of initial balances; when skipped, no longer shows “out of balance” messages.
Products
38. Second Up-Front Fee:  Added a second up-front fee to all loan products.  Like the first up-front fee, it accepts fixed and percentage figures.
39. Product Indexing:  Allow Loan and Savings products to be indexed to any of the three indexing sources.
40. Inputs in Initial Balance Column:  Extended grace, commission, indexing, and floating rate cells into the Initial Balances column for consistency.
41. Flexible Analysis on Step 5:  Added option to analyze STEP 5 on Products for any month’s input from 0 to 24.  Added a summary table of “active values” which shows the values of key parameters for the month being analyzed.
42. Improved warning messages for STEP 5:  Improved message display if loan term exceeds 24 months.
Branch Sheet

43. Program/Branch terminology:  Changed default name from “Program” to “Branch”.  Can be changed using the terminology option on the top of Model Setup.
44. Comments: Added Comments section to right of “Branch Summary Report”.
45. Additional Input Lines: Added additional lines for staffing, other operational expenses, and fixed assets sections.
46. Yearly Totals:  Added more yearly-column totaling.
47. Simpler options for Loan Projection inputs:  Added option to input Annual, Monthly, or Annual-and-Monthly loan projection figures.
48. Retention Rate Threshold:  Changed default retention rate threshold to 80%; was 65%.
49. Client Retention:  Added % figure for number of clients deserting over five years on line 2.93; shown as percentage of new clients over five years.
50. Number of Branches Input:  Switched order of “Number of Branches” input section.  Now comes after Loan Officer section instead of before.
51. Autowidth:  Improved autowidth function.
Institutional Capacity

52. Manual Cost Allocation Option:  Added new manual cost allocation option (allows input of amounts or formulas on Head Office sheet).
53. Hide unused input lines:  Added feature to hide unused input lines and display counter of number of remaining available lines.
54. Start-Month Override:  Added new “Start Month” option for automatic linkages (linkage takes effect in month indicated).
55. Branch link column:  Hid branch link option if in branch mode because not relevant.
56. Salary Adjustment Input:  Moved “Salary Adjustment” section to come after Staffing categories, rather than before.
57. Salary and Benefit Calculation Tool:  Added new Salary and Benefit Calculation Tool that allows total average salaries to be calculated based on base salary and a series of benefit, bonus, and tax columns.
58. Autowidth:  Added auto-width feature to this sheet.
Head Office Sheet

59. Admin/Head Office: Changed default name from Admin to Head Office.  Can be changed using the terminology option on the top of Model Setup.
60. Yearly Totals:  Added more yearly-column totals.
61. Additional Input Lines: Added additional lines for staffing, other operating expenses, and fixed assets sections.
Financing Sources

62. Maximum Funding Amount:  Added column for optional input of “Maximum Amount” allowed from that source; flags errors on Fin. Flows if financing exceeds this amount (except for indexed sources). 
63. Indexed Financing Sources:  Allow loans to be indexed to one of three different indexing sources.  Inputs for Initial Balances and Maximum Amount must then be in their indexed values.
64. Additional Input Lines:  Added new financing source lines to all categories.
65. User-input lines:  Added manual input lines for “other financial costs” on Lines 6.37-6.39.
66. Cashflow adjustment:  Added section for adjustment of accrued financial costs on Lines 6.41-6.44.
67. Sheet Recalculation:  Changed recalculation method on Fin. Sources sheet; was too slow in Excel 2003.
68. Weighted Cost of Funds:  Refined the weighted cost of funds formula to give more accurate figures.
69. Initial Balance on Grants:  Removed blue formatting from initial balance on grants, as it is not really required.
Financing Flows

70. Default Equity/Loan Financing Option:  Added default financing option for a mix of loans and equity injections; based on equity multiplier, minimum capital amount, and minimum new equity injection.
71. Grant/Loan Percentage:  When using default financing option, now allow grant/loan percentage mix to vary by month, rather than being a fixed figure for 5 years.
72. Default Loan Interest Rate:  Allow default loan interest rate to vary by month, rather than being a fixed figure for 5 years.
73. Improved visibility of financing shortfall:  Highlighted automated default source information lines with a different color to better stand out; also added an indicator of the amount of financing needed.
74. Yellow-light system:  Added “yellow light warning” to liquidity Line 5 in top section to indicate when there are sufficient funds to cover needs, but not enough for liquidity cushion.
75. Indexed loans in external currency: Added ability to input indexed loan information in external currency

Graphs

76. Expense graph consistency:  Revised Cost Structure graph to match Expenses graph.
77. Consistent terminology: Improved terminology on various graph labels.
78. Clearer warning messages:  Improved warning messages on Graphs page.
Graph Clipboard

79. Export Clipboard: Added Graph Clipboard to the export/import process.
80. Clearing the Clipboard:  Added Graph Clipboard to "erase workbook" routine.
81. Improved layout:  Changed color scheme, added worksheet protection, added counters showing number of graphs on clipboard and number of spaces remaining, removed "title of graph" line.
82. Enable deleting of a graph: Added routine to reorganize graphs if one gets deleted.  Remaining graphs are shifted upward to fill space and any comments are moved as well.
Summary Report

83. Dividends line:  Separated dividends from shareholder equity; hides both lines if not in use.
Fin Statements

84. Balance Verification:  Initial Balance Verification columns get hidden when Historical Financial Statements have been disabled on Model Setup Sheet.
85. PAR Formula:  Corrected PAR formula in Ratios section.
Export Sheet

86. Add-on Tool:  Revised Export Wizard to allow access to new add-on tool creation feature when in Standard Mode; allows export of User-sheets that others can import onto their existing files.
87. Branch-level Planning Option:  Modified message about branch-level planning model on Export Wizard to minimize user errors; also excluded this option except when model is in branch or regional mode.
88. Error variance:  Added percent variance column alongside the Summary Import Numbers so that user can see degree of error.
89. Faster exports:  Subdivided export ranges on Branch sheet to speed up process by skipping areas where no data is input.
90. Include user-defined ratios:  Added the Fin. Statements sheet to the export process to transfer any user-defined ratios.
91. Revisions of branch-level plans:  Added feature to allow branch-level plans to be passed back-and-forth for revision.
92. Line-by-line Import Validation:  Added an Import Validation feature, showing line-by-line comparisons on the Navigator sheet.
Cost to Client

93. New fees input:  Added input line for fees paid by the client, but not received by the MFI, e.g., for legal documents.
Translations

94. Improved layout:  Reformatted sheet with better layout.
95. Expanded user-language: Eliminated all formulas embedded in language lines to enable improved user-defined translations.
96. User language modules:  Improved feature for importing a user-defined translation module.
97. Pop-up help language:   Allow user to select pop-up help language when user-defined language is enabled.  Available through the “Options / Language” menu when the User-Defined Language is enabled.
Introductory and Standard Modes
Microfin now offers an Introductory Mode for new users.  This mode provides the most commonly used features in Microfin while disabling and/or hiding more advanced features.  If you start in Introductory Mode, you may switch to Standard Mode at any point in time with no loss in data.   We recommend you start in Introductory Mode and then switch to Standard Mode if you find you need a feature that is not available.  
You can change modes at any time with the “Options / Microfin Operating Mode” menu on the Microfin toolbar.  Changing from Introductory Mode to Standard Mode does not alter any data you may have already entered, so you can safely shift to Standard Mode if you start in Introductory Mode and find you need some features that aren’t available.  However, changing from Standard to Introductory erases data in those sections that are disabled in Introductory Mode, so you may find a modest amount of data loss if you shift from Standard to Introductory and then back to Standard.
Following is a list of the features that are disabled in Introductory Mode:

Model Setup Sheet

98. Button to clear data from model: This button is disabled to prevent accidental deletion of data.
99. Create Branch or Regional projection: Only “consolidated” mode can be used while in Introductory Mode.
100. Option to project growth by NEW borrowers:  The default is set to projecting TOTAL number of active clients per period.
101. Floating Interest Rate:  The input cells to set the floating interest rate for loan products are hidden from view.
Product Definition Sheet
102. Floating Interest Rate:  The floating interest rate option is removed from the interest rate option dropdown in Step 4 of Loan Product Design.
103. Second up-front fee: Only one up-front fee is included in Introductory mode.
Branch Projections Worksheet

104. Manually-entered repayments: This optional override line to adjust the repayments of the initial outstanding portfolio is hidden from view (Line 2.13)

105. Project number of borrowers by month:  Projection of borrowers is done by input of end-of-year targets for each year.  The monthly input line for adjusting the targets monthly is hidden (Line 2.47).

106. Override retention rate threshold: This input cell for changing the default rate of 80% is hidden.
107. Manual input lines for penalty income:  These input lines are hidden from view (Line 5.14 for each loan product).
108. Manual input lines for "other income":  These input lines are hidden from view (Lines 5.17-5.19).
109. Advanced Input for Loan Officers:  The checkbox option to open advanced input lines for hiring and layoffs of loan officers is disabled.

110. "Details" button for calculation sections: The “Details” button is removed from the Microfin toolbar, so the green-shaded detailed calculation sections cannot be displayed.

111. User-defined ratio lines:  Several optional input lines for defining user-defined ratios are hidden.
Institutional Resources and Capacity

112. Allow negative loan loss provisions: This checkbox option is hidden, with the option set to block negative provisions.
113. User-defined title for Loan Officers:  These input cells are hidden from view and the default titles are used.
114. Additional salary adjustment:  This input cell is hidden from view.
115. Salary & Benefit Calculation Tool:  This entire tool is hidden from view
116. Option for cash flow adjustments:  The adjustments are disabled and the checkbox option is hidden from view.
117. Optional round-up feature:  This column is hidden from view.
Head Office

118. All output analysis sections:  These are all hidden from view as they duplicate information that appears either on the Branch sheet or on the top section of the Head Office sheet.
119. "Details" button for calculation sections:  The “Details” button is removed from the Microfin toolbar, so the green-shaded detailed calculation sections cannot be displayed.
Financing Sources

120. Option to direct savings to unrestricted:  Savings are directed to portfolio use and the dropdown box is hidden from view.
121. Input lines for Other Financial Costs:  The user-input lines in the Financial Costs section are hidden from view.
Financing Flows

122. Equity & Loan default financing option:  The default financing option is set to “Loans and Grants” and the dropdown box providing this choice is hidden from view.
123. Investment Strategy section:  This section is hidden from view.  Microfin directs all excess liquidity to short-term investments.  Long-term investments are not used.
124. Additional cashflow analysis sections:  The four detailed cashflow analysis sections – for restricted portfolio, restricted operations, restricted other assets, and unrestricted – are hidden from view.
125. "Details" button for calculation sections:  The “Details” button is removed from the Microfin toolbar, so the green-shaded detailed calculation sections cannot be displayed.
Graphs

126. Capture Trends feature:  The Capture Trends and Show Trends buttons are removed from the Graph PageBar.
127. User-defined graph sheet:  This sheet is hidden from view and the User Graph button is removed from the Microfin Toolbar.
128. Display various advanced graphs:  The following graphs are not available in Introductory Mode:  Disbursements and Repayments by Product, Number of Loans Disbursed per Month, New Financing Per Month, Use of Funds 
129. Graph Clipboard:  The Graph Clipboard sheet is hidden from view and the Clipboard button is removed from the Microfin Toolbar.
Microfin Import/Export Routine

130. Participatory branch planning option:  Since Introductory Mode only allows planning in Consolidated Mode, this feature is not available.
131. Add-on tool feature:  This option is not presented during the Export Wizard.
Environment

132. Model Structure sheet:  This sheet is hidden from view.
133. Income Statement flow sheet:  This sheet is hidden from view.
134. Translations sheet:  The menu option to show this sheet is removed.
135. Import a User-defined translation:  The menu option to import a user-defined translation module is removed.
136. Scenario Manager sheet:  This sheet is hidden from view.
137. Other Programs sheet:  This sheet is hidden from view.
138. Caseload sheet:  This sheet is hidden from view.
139. Technical documentation columns:  The menu option to display these columns is removed.
140. Calculation sections at bottom of each sheet:  The menu option to display these sections is removed.
141. Show ALL rows and columns:  The menu option to display all rows and columns is removed.
142. Use long toolbars:  The menu option to show longer toolbars is removed.
Technical Documentation

Microfin 3.5 incorporates detailed explanations of all the major formulas used throughout the model.  This technical documentation can be displayed by using the “Options / Set Display Options / Show technical documentation columns” menu while in Standard Mode. 
Enabling this option displays three new columns on the far-right of the following sheets:  Model Setup, Products, Branch, Head Office, Fin. Sources, Fin. Flows, and Fin.Statements.  Formulas on the other sheets in Microfin are straightforward and need no explanation.  The first column repeats the row description that is displayed on the left-hand side of every row in Microfin.  The second (green) column shows a typical formula from that row, generally from the Month 1 column.  Each column will have a different formula, but in most cases the approach of the formula is the same.  The third (blue) column provides a description of how the formula works.  The technical documentation only appears in English, regardless of the language chosen on the Options menu. 
When technical documentation is enabled, word-wrap causes the sizing of the rows to change significantly, making it more difficult to work with the actual model.  Therefore, technical documentation should be enabled only when you intend to analyze the formulas.
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Tutorial Tools
The Microfin Tutorials, or Demo Tools, financed by the Ford Foundation, are interactive, multi-media tools that guide users through the main sections of Microfin, explaining how to input data and how each section relates to other sections of the model.  When completed, there will be approximately 80 distinct topics in the tutorials which will be available in both English and Spanish.  The tools are intended to be a valuable resource for new and experienced users alike.
Installing the Tutorials
The Tutorials are distributed as part of the Microfin Installation CD-ROM.  If you do not have the latest CD-ROM, the files may be downloaded from the Microfin website at the following page:  www.microfin.com/demos.  The demo files are quite large and therefore can be downloaded either grouped in packages or independently.   If downloading by package, the demos may be installed by running the file (e.g., double-clicking on the “Microfin Demo Install, Part 1.exe” file).  If downloading the demos individually you must store the files in one of the following three locations:

1. The “demos” folder under the original Microfin installation folder, e.g., “c:\microfin\demos”

2. The same folder as the active Microfin file

3. The same folder as the Microfin help files

In order to use the Microfin Tutorials, you must also have Macromedia Flash Standalone Player (SAFlashPlayer.exe) installed in the same location as the demos.  This file is installed automatically from the Microfin CD-ROM.  It may also be downloaded from the www.microfin.com/demos website.

Enabling the Tutorials
The Demo tools are enabled via “Options / New User Assistance / Enable Self-Study Demo Tools” on the Microfin Toolbar.
[image: image2.png](£ User Graph (@ Recalc (F9) =] Auto-Width
setwn L eroducts { yMktproy { jinst.Cop

Enable Pop-up Help System
Set iy Optors + B b sesiy emoosk
Recdaistontetiod | | Encble Frstime User s
3% For
e i — v | b Tutor Hep system
Branch / Region issues » Load Sample Data
SRR hows
Viscelneaus toos v renetom o 5
User sheet 5
403+ Steptaf] | Deert/ineertOsta to for
, Gear A DstaFrom Hodel
o Total ok 1561
cox niia| | Advanced Optons ok 71513
a8+ Step2: GettepUsngMofn  » RIS . Inital Bal.

407 Annual targets by Branch 1641




Once enabled, all installed Tutorials are highlighted throughout Microfin, as demonstrated in this example from the Navigator sheet.  The right-hand column displays one of three symbols:

1. A blank cell means the demo is available but has not yet been viewed.
2. A check mark symbol means the demo has previously been viewed since this Microfin projection was started.

3. A “N/A” means the demo is not available on your local computer.  (These lines display only if you have enabled “Options / Set Display Options / Show ALL rows and columns”.)
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Running the Tutorials
To run a Tutorial, you should first select a row on or below the tutorial topic you wish to view.  In the example above, if you wish to see the demo on “Inputting initial balance information”, you should select either that specific row, or rows below it and before the next  tutorial topic.  Then click on the Run Demo button on the Microfin Toolbar.
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The demo will automatically start running in a separate window, as shown in the example below.  There is a small toolbar at the bottom of the window which allows you to control the playback of the demo.  You can pause and restart if you wish to study a section in greater detail.  You may use the “forward” and “rewind” buttons to maneuver through the Tutorial.  To cancel the demo, or to close the window once the demo completes, use the “X” box in the top-right window.  (Be sure not to confuse the two “X” symbols: the lower “X” is part of the demo screen and does not function.)
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The Microfin demos include a soundtrack that will play automatically.  You will need to adjust the volume on your computer to the appropriate level, and you may turn the volume all the way off if you prefer to read the text boxes in silence.

A list of all demos to be developed for Microfin 3.5 appears on the “Demos” dropdown button on the Microfin toolbar.  (If this button does not display, you will need to use “Options / Set Display Options / Use Short Toolbars” to disable the short toolbar and enable the button.  If it still does not appear, it may not fit and you will find it on the down arrow on the far right of the toolbar.)   This list will be expanded once Microfin 4.0 is released.  You can run any demo by using the dropdown menu, as shown in the example below. 
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If the demo is not available on your computer, you will receive the following error message:
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Interactive Tutorials
There are three kinds of Tutorials (demos) that may require your input.  First, some screens contain a great deal of information to absorb.  These screens will pause and wait for you to indicate when you are ready to continue.  You will need to click the Continue button to proceed, as shown in the following screen.
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Second, some demos ask that you input data or click on buttons.  If you make an incorrect choice, you will receive a message to try again.  If you prefer to skip over these exercises, you may do so by clicking the “forward/advance button”.
Finally, some demos include short video segments.  The demo will pause and request that you click on a hyperlink to initiate the video.  Once the video completes, you will need to click the “Continue” button to proceed.
Data Validation on Navigator Sheet

The data validation options on the Navigator sheet are explained in the following overview of the Navigator Wizard.
When you first open the Navigator sheet, Microfin displays a small window that asks the following question: “Would you like to see an explanation of how to use the Navigator sheet?” If you choose the Yes button on this window, Microfin opens the Navigator Wizard.  The wizard may be viewed at any time using the Navigator Wizard button on the PageBar or by using “Options / New User Assistance / Run a Microfin Wizard” from the Microfin Toolbar.  The Navigator Wizard displays a series of small windows to introduce the general features of the sheet. 

The first window in the wizard introduces Navigator.
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 XE "Level of Detail, Navigator Sheet" The second window describes three options for the level of detail to be dislayed on the Navigator sheet. Level 1 provides the least detail and Level 3 the most detail. (You can change the detail level using the Level 1, L2 and L3 buttons on the pagebar.)
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The third window explains the “Not Done” indicators available on the Navigator sheet to help you track your progress as you enter data into your model. The indicators turn off as soon as you enter some information into that section; they do not actually verify that you have completed the section.  You should still do a careful review of the summary data presented on Navigator as well as a detailed review of the information on the other sheets in Microfin.
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In order for the "Not Done" indicators to disappear, you need to enter information into each input row in Microfin; even if you are not using a certain feature, you will still need to enter a ZERO in order for the "Not Done" indicator to disappear.  Incomplete rows are flagged with a red question mark ("?") to the left of the line description, as shown below.  You will need to switch to LEVEL 3 in order to see these question marks.  XE "Not Done Indicators, Navigator Sheet" 
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The Navigator sheet includes a series of Go To buttons that takes you to related data-entry sections in the model. The fourth window in the wizard provides an example of the use of these buttons.
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The fifth window in the wizard describes the Navigator’s error alert feature, which displays a red “ERROR” message in the line closest to the error. Microfin displays the total number of errors in red, at the top of the sheet.  An explan XE "Error:Alerts, Navigator Sheet" ation of the error is displayed in the far-right column after the “Comments” column.
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The sixth window explains the “Warning System” used throughout Microfin.  Warnings appear for common mistakes that are not actually errors.  For example, if you forget to index your loan amounts to inflation you will be warned that this is very uncommon.  Warnings are highlighted in the same column as errors.  And as with errors, you will find a full explanation in the far-right column, after the “Comments” column.
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After reviewing the warning, you can choose to disable the warning by using the green cell to the immediate right of the warning indicator.  Select this cell and use the dropdown to change the “Warn Me” indicator to “Don’t Warn”.
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The seventh window explains Microfin’s Tutorial (Demo) System.  To learn more about the self-study tutorials, click here.
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The eighth window explains how to use the commenting system available on the Navigator sheet, and advises users to print the Navigator sheet when they need to review their inputs or share their plan with others.
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The final window exits the wizard and returns you to the Navigator sheet.
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Import Validation

Microfin’s new Import Validation feature is described in this explanation on importing a saved Microfin workbook. 

Procedure to import a saved Microfin workbook – Export sheet: XE "Import:Procedure" 
143. Open the Microfin workbook into which you intend to import data.

144. Select Miscellaneous Tools / Export-Import Sheet from the Go To menu on the Microfin toolbar.

145. On the Export sheet, choose the Import New Data button. 

146. Microfin displays a message window, then asks you to identify the data file that you intend to import: 
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147. After you select the data file you want to import, Microfin displays the scenario description that you entered when the data file was created, to verify that you are importing the correct data set. Choose Yes to continue.
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148. Microfin displays a warning to notify you that the import process will erase all data from the existing, open model. Choose Yes to proceed. 
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Microfin may display one or more additional notification windows before it actually begins the import process.
149. When the import process is complete, Microfin compares certain five-year summary values from the data file—such as Total Assets and Ending Cash Balance—with the same summary values in the restored model. It also informs you of any discrepancies. 
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Generally, these summary values will be identical in the original and new models. However, they may differ if you are importing data created from an older version of Microfin; enhancements to Microfin’s design may have impacted the calculations.
150. If Microfin notes any differences in these values between the two models, it will display the following information.  This section can be shown at any time by clicking on the Show Summary Numbers button at the top of the sheet: 
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The right-hand “Variance” column shows the percentage difference between the Original and the New numbers.  If the percentage is very small, it may be due to minor changes in the way Microfin calculates the projections and you may disregard the warning.


If there have been changes in the rows in Microfin because of additions of new features, and if there were any user-created formulas contained in the export file that referenced rows on these sheets in the older version, these formulas may now be pointing to the wrong rows and the Variances reported above may be quite significant.  In this case, you will need to review and modify these formulas so that they now reference the correct rows in the new version of Microfin.

151. To assist in this analysis, Microfin provides a line-by-line comparison of the imported data if you have imported from any version after 3.12.  To view this you need to move to the Navigator sheet and expose the comparison columns.  Microfin provides a button to do this automatically.
You will first see this message:
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On the Navigator sheet, you will then see three columns as shown below, with an error count in the top row.  Errors are highlighted whenever the value shown in the Current Val column does not match with the value shown in the From Export column.  
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152. You will need to review the comparison data carefully and investigate the source of any differences. Make any necessary changes to the data in your new model.
To assist you in this effort, Microfin provides a list of design changes by version number. To review this information, choose About Microfin / List Changes by Version from Microfin’s Options menu.
Projecting Loans by Annual, Monthly, or Annual-and-Monthly Targets

Microfin allows three different approaches to setting your loan product targets – (1) setting Annual targets, (2) setting Monthly targets, or (3) setting Annual targets and then refining those targets Monthly.   The selection is made on the Model Setup sheet.
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The availability of these approaches depends on your choices of:

153.  Introductory or Standard Mode, and 

154. Consolidated, Branch, or Regional Mode.  
The following table shows the options available based on these choices:
	
	(1)

Annual Targets
	(2)

Monthly Targets
	(3)

Annual and Monthly

	Consolidated
	Introductory or Standard Mode
	Standard Mode
	Standard Mode

	Branch mode
	
	Only available option
	

	Regional mode
	
	
	Only available option


The following describes how to generate projections during Step 2 of the Loan Projection Input section under each of the different configurations.
Procedure to project the number of active loans (or new clients)— Loan Projection Input / Step 2 Number of Active Loans Section, Program (Branch/Region) sheet: 
155. Microfin automatically displays your Loan Product Projections Approach from the Model Setup sheet. [line 2.16] Depending on your choice of approach in (A), your projections will be based either on the total active loans or the total number of new clients.

156. Optionally, use the Change Method button to change the Loan Product Projections Approach for all of your products.  XE "Button:Change Method"

 XE "Change Method Button"[line 2.16] This button takes you to the Model Setup sheet, where you made the original choice of approach.

157. In addition, when in Consolidated mode, the sections shown here depend on your choice in (B), whether to input Annual targets, Monthly targets, or both.  [line 2.19] If you are in Branch mode, only the Monthly target section will appear.  If you are in Regional mode, both the Annual and Monthly target sections will appear.

If you have chosen to input Annual Targets, complete the Annual Targets by Branch information (steps three through ten below). If you are modeling on a branch basis or have chosen to only input Monthly Targets, go to step 12:
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158. If you have more than one branch, enter the names of each of your branches under Annual Targets by Branch, in the leftmost column. [lines 2.30 – 2.39] 

159. Microfin automatically displays the Initial Balance for your first branch [line 2.30], based on your entry for Total Number of Active Loans above [line 2.02]. 

160. If you have more than one branch, enter the Initial Balances for your additional branches. [lines 2.31 – 2.39]

Microfin reduces the Initial Balance for your first branch [line 2.30] by the total amount of these entries.

161. For Year 1 through Year 5, enter your annual projections for active loans at the end of each year (or new clients during each year) for each of your branches. [lines 2.30 – 2.39] 

If you are modeling on: 

· a consolidated basis, the sum of your entries should equal the total number of active loans (or new clients) for your entire program

· a regional basis, the sum of your entries should equal the total number of active loans (or new clients) for the region covered by this Branch/Region page.
If you have enabled Microfin’s Automated Graduation XE "Graduation:Entries, Program (Branch/Region) Sheet"  feature on the Products sheet [line 3.03], then for product two only, always enter only the number of new clients who immediately choose product two for their first loans—i.e., those who take initial loans from this product, but do not graduate to this product from product one. In this one instance, Microfin ignores your choice of projection method (i.e., active loans or new clients).

162. Microfin calculates the Total Projected Active Loans (or New Clients) for your loan product after you recalculate your model. [line 2.40]

163. Microfin generates the Average Monthly Linear Growth—i.e., the growth rate if loans grow by the same number each month, resulting in a straight line. [line 2.41]

164. If you are modeling active loans, Microfin generates the Average Monthly Percentage Growth—the growth rate if loans grow by the same percentage each month, resulting in an upwardly curving line. [line 2.42]

165. If you have chosen to input both Annual and Monthly targets in Step 3 above, Microfin automatically transfers the Average Monthly Percent Growth to the first month of each fiscal year. [line 2.46] This percentage becomes the default monthly growth rate applied to the number of active clients for each year of the projections.

If you are modeling on a branch basis or have chosen to input Monthly targets, complete steps 12 through 17:

166. To override Microfin’s default monthly growth rates for each year, you may enter a percent or fixed amount in the Input Actual Monthly Growth rate [line 2.47]. For example, you can use these entries to account for a mid-year branch opening or to adjust for seasonal variations in demand. 

If you are modeling on a branch basis or only entering Monthly targets and, therefore, did not enter branch estimates in Annual Targets by Branch above, this line is a required entry and will generate your Monthly Growth rates. [line 2.48]

You may use a negative entry (percentage or amount) to project a decrease in active loans or to phase out or eliminate a loan product. As noted previously, you can enter a percentage by using a number that is between –1.00 and +1.00.

167. Microfin displays the Monthly Growth rates to be used in subsequent calculations [line 2.48] based on a combination of the data from lines 2.46 and 2.47. 

168. If you have enabled Microfin’s Automated Graduation XE "Graduation:Entries, Program (Branch/Region) Sheet"  feature for product two on the Products sheet, Microfin displays the Number Graduated in the period. [line 2.50] This display is based on the data you enter for client Retention Rates later on this sheet (discussed below).

169. If you are modeling new clients, Microfin displays the Number of Deserters [line 2.51] in the period. This display is based on the data you enter for client retention later on this sheet (discussed below).

170. Microfin calculates the Total Number of Active Loans. [line 2.52 or 2.53, depending on your Loan Product Projections Approach] This calculation is based on your Monthly Growth rate [line 2.48], and the number of active loans in the previous period.

171. Optionally, choose the Number of Active Loans By Cycle graph from the Graphs / Credit option on the Microfin toolbar to briefly review your projections for reasonableness.
 The outer shape of the graph represents the total number of active loans. (Note that the cycle-based information in this graph is not accurate until you enter Retention Rate data on this sheet.)

You will review all of Microfin’s product-specific and aggregate credit graphs at a later point in the process. 

Indexing Options

On the Model Setup sheet, you may define up to three different Product Indexing Rates.  Select the appropriate number from the dropdown list, and then enter a descriptive name and enter the annual Product Indexing Rate.
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Loan products and Savings products may be linked to any of the three indexing sources on the Products sheet.

On the Financing Sources sheet, if you wish to index the principal amount for any of your borrowed sources of funds (based on the indexing rate you entered on the Model Setup sheet), you would enter a “1”, “2”, or “3” in the Indexing column to indicate the indexing source as defined on the Model Setup sheet. The Initial Balance and Maximum Amount figures need to be entered in their indexed values (Euros, in this example).  To emphasize this, the input cells are shaded in green, rather than blue or grey.
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On the Financing Sources sheet, there are four lines that appear for indexed loans, two lines showing the indexed values and two lines showing the values in local currency.  Notice how the Euro value stays constant at 500,000 but the local currency value increases to 2,015,948 in Month 1, increasing by the indexing rate indicated on Model Setup.  You may enter new disbursements or repayments in the indexed value using the grey input cells.  The green line tracks the balance in the indexed value while the two lines below automatically convert these amounts to their equivalent in local currency.
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Historical Financial Statements

Microfin includes a valuable section on the Model Setup sheet which allows you to input one or two years of historical financial statements in order to generate key financial ratios and evaluate the performance of your institution before you begin the planning process.
You have an option to disable this section of the model and proceed directly to your projections.  You may return and enable this feature, and then complete the historical financials at any point in the future with no alteration to the data you have already entered.
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In addition to providing an initial financial analysis, the Historical Financials also provide several key figures for initial balances, such as available cash.  If you have disabled this section, you will be prompted at several places in the model to provide this information.

Flexible Analysis on Step 5 of Loan Product Design

Use the Step 5 Analysis section of the Products sheet to review a summary analysis of your loan product, as it is defined for any month between 0 and 24. 
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By default, the analysis is based on the information contained in the Initial Balances column.  However, you can use the input cell on line 3.86 to change the period of analysis to any given month from 1 to 24.  (Use 0 to analyze the loan based on information from the initial balances column.)  The table to the right of the calculations displays the active values used in the analysis.

Manual Cost Allocation Option

Procedure to establish a cost allocation method: 

For branch- or region-based projections only, you determine the basis for Microfin’s cost allocations using the Cost Allocation Method section of the Inst Cap sheet (figure 7.6). 

Using the Inst Cap sheet: 

172. Select a method to Allocate Financial Costs [line 1.02] and a method to Allocate Administrative, Nonfinancial Costs [line 1.04] from the Admin (Head Office) sheet. 

Your options are: 

· As % of Branch/Regional Loan Portfolio (the most likely choice for financial costs)

· As % of Branch/Regional Direct Nonfinancial Expenses (the most likely choice for indirect nonfinancial expenses)

· Allocated manually on the Head Office sheet (allows you to input specific amounts or create your own allocation formulas)

In the first two cases, Microfin automatically generates allocations based on data you enter throughout the model.  In the third case, you will need to input information on the Head Office sheet.


If you have chosen Manual Allocation of Financial Costs, using the Head Office (Admin) sheet: 

173. Go to the Financial Costs section on the Head Office (Admin) sheet (beginning at Line 11.01).  At the end of the section you will find an input section for “Manual Cost Allocation by Branch”  There are input lines for all except Branch 1 in which you can either enter a specific amount or you can enter a formula to calculate the portion to be allocated to that branch.  The Branch 1 line contains a formula to ensure that the total allocation to all branches adds up to the total financial costs.
Using the Program (Branch/Region) sheet: 

174. The Financial Costs section on each Branch or Region sheet displays an allocation of Interest Paid on Deposits [line 6.02] if your institution controls savings, and an Allocation of the Cost of Borrowed Funds, [line 6.18] based on the data from the Financial Costs section of the Admin (Head Office) sheet. (This financial-costs data originates on the Fin Sources and Fin Flows sheets.) 

175. For each branch or region sheet, Microfin calculates the allocation percentage [line 6.22] based on the allocation method you have selected on the Inst Cap sheet.

176. Return to the Inst Cap sheet. 

If you have chosen Manual Allocation of Administrative Non-Financial Costs, using the Head Office (Admin) sheet: 

177. Go to the Overhead Allocation section on the Head Office (Admin) sheet (beginning at Line 23.01).  At the end of the section you will find an input section for “Manual Cost Allocation by Branch” (Line 23.09).  There are input lines for all except Branch 1 in which you can either enter a specific amount or you can enter a formula to calculate the portion to be allocated to that branch.  The Branch 1 line contains a formula to ensure that the total allocation to all branches adds up to the total administrative non-financial costs.
Using the Program (Branch/Region) sheet: 

178. The Administrative Nonfinancial Cost Allocation section [beginning on line 13.01] on each branch or region sheet reflects the allocated portion of the total administrative, nonfinancial expenses from the Admin (Head Office) sheet. These head office expenses include salary and benefits, other operational expenses, and depreciation/amortization. 

179. For each Branch or Region sheet, Microfin calculates the allocation percentage [line 13.05] based on the allocation method you select on the Inst Cap sheet.

You can return to each Branch or Region sheet to review Microfin’s final financial and nonfinancial cost allocations after you have completed your entries for administrative nonfinancial costs on the Admin (Head Office) sheet and for financing on the Fin Sources and Fin Flows sheets. 

Salary and Benefit Calculation Tool
Microfin 3.5 includes an optional tool for calculating the overall cost of all salary and benefit items by entering information on the different cost components.  The tool is enabled via the checkbox in the Staffing Information section on the Inst Cap sheet.
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The first choice, entered via the dropdown on Line 3.68, is the decision to enter values in either Annual or Monthly amounts.  All figures entered in the grey cells must be for a consistent timeframe.  There are three sections – Bonuses, Benefits, and Taxes – each with three user-defined columns, which will be summed up in the “Total” columns.
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The first two columns under “Tot Sal&Ben” will then sum and convert the figures accordingly, showing both the monthly and annual totals.  The monthly figure will then be transferred to the Month 1 column on the Branch and Head Office sheets.

Figures can be entered either as fixed amounts or as percentages of the base salary.
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Maximum Funding Amount

You use the Sources of Financing section of the Fin Sources sheet to identify all financing sources that are currently active, or will be available, during the projection period. You also enter their initial balances.  You may optionally choose to enter the Maximum Anticipated Amount you expect to receive from this source.  If you do so, this will flag warnings on the Fin Flows sheet if the balance for this source exceeds the figure you input.  For indexed loans, you must enter both the Initial Balance and the Maximum Anticipated Amount in their indexed values. XE "Sources of Financing Section, Fin Sources Sheet" 

 XE "Fin Sources Sheet:Sources of Financing Section" 
Indexed Financing Sources

If you wish to index the principal amount for any of your borrowed sources of funds (based on the indexing rate you entered on the Model Setup sheet), enter either a “1”, “2”, or “3” in the Indexing column to indicate the indexing source as defined on the Model Setup sheet.

All amounts for Initial Balance and Maximum Anticipated Amount on the Fin Sources sheet, and all amounts for disbursements and repayments on the Fin Flows sheet, must all be entered in their indexed values.

Default Equity/Loan Financing Option

Microfin offers two options for automated financing.  The first option, most useful for NGOs, is a mixture of grants and loans.  The second option, for commercial financial institutions, is a mixture of loans and equity capital.

Yellow-light liquidity warning

The Fin Flows sheet projects the cash flow in each of Microfin’s four funding pools—restricted sources for operations, portfolio and other assets, and unrestricted sources (lines 1 through 4). 

Along the top of the sheet, Microfin displays ending balances for each of these pools of funds for each period. These balances are based on the cumulative inflows and outflows of funds generated by your entries throughout the model, including the amounts you enter on this sheet. Microfin also calculates and displays the total excess or shortfall in liquidity, factoring in the desired liquidity requirements you established on the Fin Sources sheet (line 5). XE "Liquidity:Excess or Shortfall"   
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Figures in black, such as in Months 17 and 18, mean you have sufficient funds available to finance all projected activities.  In the top four lines, a figure in red means you are short by the indicated amount and are unable to finance activities.  For example, in Month 21 there is a shortfall of (55,700) in the amount needed for the projected level of loan disbursements.  
Line 5, “Excess/shortfall incl. liquidity requirements,” totals the four lines above and subtracts the desired amount of liquidity as indicated on the Fin. Sources sheet.  A figure in red on Line 5 shows the entire amount that would be needed to have sufficient funds to finance all activities as well as to maintain sufficient liquidity, e.g., an additional 130,361 would be needed in Month 21.  A figure in yellow on Line 5 means that there are sufficient funds to finance projected activities, but not enough to provide the desired amount of liquidity.  For example, in Month 19, there are sufficient funds available on Lines 1-4 (the balance of 59,203 of unrestricted resources can be used to finance any activities in the institution) but this amount is short of the targeted liquidity by 26,858 and therefore appears as a yellow “warning”.

This display allows you to readily monitor your cash position; it always appears at the top of the window, even as you scroll down or right to other sections of the sheet. 

Add-on Tool

The User-defined Sheets in Microfin provide a great deal of flexibility as described elsewhere in the manual.  The user-defined sheets can be transferred during the Export process in which case whatever currently exists in that copy of Microfin, including any already-existing User-Defined Sheets, are erased.  In some cases, it may be useful to add one or more user-defined sheets on to Microfin workbook without deleting or changing any existing information, for example, to provide a new custom reporting format used across a network of MFIs.  This is the purpose of the “Add-on Tool” feature.
Creating an Add-On Tool Data File
The Add-On Tool option will create an export data file that will transfer the user sheets in the current workbook to another workbook while not destroying any data already present in the other workbook.  This procedure will not include any data contained elsewhere in Microfin.  If you want to include formulas on standard Microfin sheets that interact with your user-sheets, then you need to perform a standard export process, including user-sheets.
To create an add-on tool export file, select the option to “Create an add-on tool” in Step 3 of the Export process, as shown below.
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Once the export process begins, Microfin displays the following notice:
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The export process continues as a normal export process.  
Importing an Add-On Tool

When this export data file is selected during an import process, the user receives the following notice:
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At the end of the process, one or more new user sheets will be included at the end of the workbook.  All existing data and user sheets present in the workbook will be unaffected.

Revisions of Decentralized Planning Models
The decentralized branch- or regional-level planning process has been enhanced in Microfin 3.5 to allow the Head Office and the Branch/Region Managers to exchange plans back-and-forth through a revision process.
The process is described step-by-step on the bottom of the Export sheet.  In general the process begins with the Head Office completing the institution-wide data on the Model Setup, Products, and Inst.Cap. sheets.  The Head Office can also choose to pre-load any information on the individual Branch/Region sheets.  It is critical that any user-created formulas used in the data cells not reference any branch sheets, as these branch sheets may not be available in the Branch Manager’s workbook and therefore will not be able to return a correct value.  User-defined sheets may be incorporated into the Master Workbook and included in the export file sent to the Branch Managers.
During the Export Wizard, select the option to “Create a data file for use by branch managers in a decentralized planning process” and then select the desired branch office from the dropdown list.  A separate export file must be created for each branch office as the export file may optionally contain data from that specific branch sheet.
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After the process is complete, the export file is sent to the Branch manager who will then import it into an empty copy of Microfin.  After completing the projections for that specific branch, the information can be exported and sent back to the Head Office.  The export process recognizes the data as part of a decentralized planning workbook and belonging to a specific branch, so there is no chance for error on the part of the Branch Manager.  When the file is imported at the Head Office, Microfin also recognizes that the data belongs to a specific branch and imports the data onto that branch, leaving all other areas of the Head Office Master Workbook unaffected.
If the Head Office chooses to modify the Branch Manager’s data and wishes to send it back to the manager for review, you may do so by following this same process as many times as desired until the plan is finalized.

�  You can display the same graph by choosing the Draw Graph button on the Microfin toolbar. The graph that displays when you choose this button depends on the position of your cursor within the model; therefore, you should have your cursor somewhere within the Loan Projection Input section for the selected loan product in order to generate the Number of Active Loans by Cycle graph. 


� For further discussion see CGAP, “Cost Allocation for Multi-Service Micro-Finance Institutions” (CGAP Occasional Paper 2, World Bank, Washington, D.C., 1998).
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