The Financial Counselor Notebook Software

By Melissa Shaw, CFP
Getting Started

To run this program, your computer hard drive must contain the Microsoft Excel software program.  The program for the Financial Counselor Notebook is contained in a file named FCN.xls  Save this file to your hard drive.  When you begin this program, you must Enable Macro’s to have it run.  Begin with a New Client.
Main Menu

Enter a New Client or Get an Existing Client.  Type in their formal name that prints on the reports.  Then you’ll be asked to give the file an 8 character name that is saved in Excel with the .xls extension.  Then, click on the different “buttons” to move around the program and complete the input information.

Statement of Financial Position

The goal here is to turn the client into a cash position, today.  Take a snap shot of their finances.  List out their Assets and Liabilities.  We call it a “Balance Sheet” because when done correctly, both columns balance.  Use the investment statement when listing assets.  Title them correctly.  Delete lines that aren’t necessary.  Make this be a helpful and useful report for the client.  
Simply use the “scroll arrows” on the side to move up and down this report.  The “Return” buttons are at the bottom of the worksheet to Main Menu or Print.  

You may further customize the front page of The Statement of Financial Position report by unprotecting the cells from the tools feature.  The password is Notebook.
Income

Input annual salary information.  

Use the “custom” income button if the income is other than divided by 12.

To input other income, you may find the Copy Command useful.

Highlight the figure, ^C (Ctrl C), shift right arrow and enter.
At this time, the tax figure only shows FICA information.

Complete the tax screen now.

Income that is variable must be input using the “Custom” button feature.

This changes the formula to accommodate fluctuations in income.

Taxes

Verify that the Social Security Wage Base is correct.  For 2003, the figure is $87,000.

The Social Security and Medicare Tax are driven off that figure.  When you click on the self-employed box, that number doubles to account for Self Employment Tax.

Input the Federal and State Tax total tax and it divides it equally, or you may manually input estimated tax payments.

Regular Monthly Expenses

Input the figures as indicated on the client worksheets.  Try to help the client collect only the regular monthly expenses.  

Other Than Monthly Expenses

Input the figures in the correct category and month to reflect the payments.

Include Holidays, Vacations, Car Registrations, Property Taxes, Insurance Premiums, Tax Preparation, and miscellaneous items that tend to throw off our budgets!

Annual Cash Flow Summary

This is the output report when everything is done correctly.

How do the numbers look?  Do you have excess cash flow that can be used to create net worth?

Print Menu

You may print any one of the six output reports individually, or you may print all six at once.  

Tips and Clues

Hot Keys in the program include:

^J  = Jump to the Main Menu (Helpful if you ever find yourself “lost.”)

^F = Add the boarders to the Excel Screen 

^E = Removes the boarders from the Excel Screen

Protection:  Beware that when you unprotect the worksheet, you may write in cells that contain formulas.  When the formula is overwritten, it is gone.

You may customize cells on the worksheet, but you must unprotect it with a password.

Password:  Notebook
  Tools, Protection, Unprotect, Notebook
Now you may customize the lines to fit your needs.

Practical information for running the program.

The Financial Counselor Notebook (FCN) software program is an Excel spreadsheet, although it is much friendlier to look at and work with.  You must have Excel in order to run the FCN software.  Install the program on your hard drive.  The file is FCN.xls  Add it to your desktop, and simply click on it to launch the program.  You must enable Macros to run the program.

The program will let you create a file name for each client.  The first entry the software looks for is a full name.  Up to 15 Characters will appear on the report pages.  In addition, it will look for an 8-character name for the worksheet to which Excel adds the .xls extension.  In this manner you may retrieve that client at a future session.  Work through the worksheets one at a time.  If you ever find yourself “lost” in the program, remember Control J let’s you Jump back to the Main Menu!
You’ll find “buttons” at the bottom of each screen to take you to the main menu, to print, or return to the input screen.  You may need to use the scroll arrows on the side of the screen to get to the button location.  This is an easy way to move throughout the program.

The program is designed with the color Cyan in all the fields that require input and Teal Green for fields that contain a formula.  Be aware that the “blank” FCN worksheets contain programmed formulas in many cells.  You must “unprotect” the worksheet to customize it.  Then you may type your own information in the cells, however if you overwrite a formula you cannot retrieve it.  

A custom Statement of Financial Position is a very useful tool in the financial planning process.  It’s a report card for a client.  Use it annually in the client’s State of the Union address, and help their marriage record its progress.  Enjoy and good luck.
For technical support email:  Melissa@FCN.com with your questions or comments.
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