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Part 1: Introduction and Overview
Part 1 of the FRAME Tool User’s Guide provides a brief introduction and overview of
the FRAME Tool and this guide. It describes the structure and layout of the tool. This
section also describes how to open FRAME, how to view the information on the Intro
sheet, and presents a list of “frequently asked questions.”
The remaining parts of this guide then go into details of how to use the FRAME Tool.
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Introduction
What is the FRAME Tool?
The FRAME Tool is a sophisticated Excel Workbook that allows you to input up to three
years of financial data and then generate a variety of performance indicators and financial
and management reports. The FRAME Tool is not an accounting system. It is a tool for
you to use to analyze the information generated by your accounting system.
Once you have learned FRAME, you can input your financial data for each reporting
period into the FRAME tool in just a short amount of time, typically less than an hour.
FRAME then provides a broad array of analytical tools and reports that are ready to print
out for distribution.
The FRAME tool has flexibility in a number of areas. As a few examples:
•
•
•
•
•
•
•
•
•
•

You can input one, two, or three years of data
You can input monthly, quarterly, or annual data for each of those years
You can change the above reporting frequency year by year
You have the option to incorporate sub-account details in a number of areas
You have the option to create user-defined data points
You can print financial statements converted into other currencies
You can calculate analytical adjustments by two different methodologies
You can generate a wide variety of financial or general management reports
You can analyze your information by trends, variance, and benchmark
comparisons
You can extensively customize the design of your various management reports

The FRAME tool has multiple languages built into the FRAME file, meaning you can
input your data and then print reports in a variety of languages.
The FRAME tool was created by SEEP, with funding assistance from Catholic Relief
Services, Christian Children’s Fund, and USAID. The tool is available for download and
use with no fees whatsoever. Future versions of the FRAME tool are currently planned
for development.

Learning the FRAME Tool
The most important thing to know when you first open the FRAME Tool is that the tool
reflects the exact financial management procedures, financial statements, adjustments,
and ratios described in the SEEP Publication Measuring Performance of Microfinance
Institutions: A Framework for Reporting, Analysis, and Monitoring. That document is
referred to in this guide as the Framework Manual.
That document is available as a PDF download, from the same website where the SEEP
FRAME Tool and this guide are available – www.seepnetwork.org/FRAME . All
FRAME materials are available for no charge.
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Rather than duplicate information contained
Framework Manual
in the Framework Manual, this User’s Guide
These
boxes, throughout the text, will
provides frequent reference to the page
direct
you
to pages in the SEEP
numbers in the Framework Manual that
Framework with relevant information.
cover each particular area of the FRAME
Tool. These references are highlighted
throughout this guide by yellow boxes, as in the example shown to the right.
In addition to this User’s Guide, SEEP has a
Tutorial
series of tutorial videos which address
These boxes, throughout the text,
different aspects of the tool. As with the
indicate relevant tutorial videos that
other FRAME materials, these tutorials are
teach how to use the FRAME Tool.
also available for download on the SEEP
website. These tutorials are highlighted
throughout this guide by blue boxes, as in the example shown to the right.
Finally, FRAME users who do not find the answer to their question in this User’s Guide
can contact the FRAME Online Help Desk at frame@seepnetwork.org .

Frequently Asked Questions
Following is a list of common questions asked by new users of FRAME:
1: What is the FRAME?
The FRAME Tool is a free, easy-to-use Excel workbook developed by the SEEP
Network to help MFIs produce financial reports and analyze and monitor their
financial performance. It is not a replacement for a loan tracking or accounting
system; rather, it helps MFIs track their performance as an institution.
The FRAME tracks 18 ratios developed by the SEEP Network in concert with
microfinance raters, donors, and MFIs. These ratios are described and explained
in SEEP’s Measuring Performance of Microfinance Institutions: A Framework
for Reporting, Analysis, and Monitoring (the Framework manual). This manual
was written by a group of microfinance practitioners, donors, and evaluators and
describes in full detail the accounting standards, adjustment practices, and key
ratios used in the microfinance industry. Therefore, your first place to start to
learn the content of the FRAME Tool is to understand the material in that manual
(available for download for free on the FRAME website).
Although they are not dependent on one another, the FRAME Tool and
Framework manual strongly complement one another, and are meant to be used
together.
2: Do I have to pay to use the FRAME Tool?
The FRAME software, as well as the SEEP FRAME Tool User’s Guide and the
Measuring Performance of MFIs Framework manual, are all available for
downloading and use for no fee whatsoever. You can use the FRAME tool on
SEEP FRAME Tool User’s Guide
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any number of computers in your institution. Development of FRAME was
funded by the donors listed on the Intro sheet and is provided by the SEEP
Network for the benefit of the microfinance community.
3: What do I need on my computer to be able to use the FRAME Tool?
All you need to run the FRAME Tool is Microsoft Excel, any version from Excel
97 onwards. FRAME will run either on Windows computers or Mac OS.
4: How skilled do I need to be with Excel to use FRAME?
FRAME has many complex formulas and visual basic code, but it is not
necessary for you to understand any of these advanced issues. All you need to do
is enter figures into the input cells, so if you have basic experience with Excel,
you’ll be able to use the FRAME tool.
5: How do I know if I have the latest version of the software?
The version number and release date of the FRAME tool are listed on the Intro
sheet of the tool. The most recent version of the FRAME tool is also listed on
the FRAME website, www.seepnetwork.org/FRAME.
6: Where do I enter data in the FRAME Tool?
FRAME uses color coding to allow you to easily find where to enter data and not
get confused between data you have entered and formulas that make up the tool.
All grey cells are unprotected and allow you to enter data. All other cells are
protected. If you try to enter data in any other color of cell (with the exception of
the User-Defined Sheet), Excel will display a notice that the cells are protected.
All input cells in FRAME are on the Setup, the DataInput, and the AdjInput
sheets. All other sheets in the tool are output sheets.
7: Why can’t I change formulas in the FRAME Tool?
The FRAME Tool has Excel protection enabled for all worksheets. This is
because FRAME is an extremely complex tool with many thousands of formulas.
If any one formula is accidentally or intentionally changed the tool can become
unreliable and give erroneous results. Worksheet protection allows you to trust
that the tool is working well. If you do ever find any error in the formulas of
FRAME, please email us and we will correct the problem immediately and issue
a new version of the tool.
8: Can I review the formulas in the FRAME Tool, or are they hidden for
proprietary reasons?
Nothing at all is fully hidden or proprietary in the FRAME Tool. You are
welcome to study and analyze each and every formula in the tool. Many rows
and columns are hidden from view to make FRAME more accessible to the user.
You can display all columns and rows by using the clearly-marked buttons on the
bottom of the Intro sheet.
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9: Can I import data automatically from my accounting system into FRAME?
Currently there is no automated import process, due to the wide variety of
accounting systems used in MFIs. You will likely need to reorganize the data
from your financial statements to match the structure of the financial statements
in FRAME, and. You will find, however, that if you configure your accounting
system to print out the financial information in the FRAME formats, you can
type in your information in 30-60 minutes each reporting period.
10: Can I safely convert FRAME to a different language?
You can use the language dropdown list on the Intro sheet to change the
language of FRAME at any time. This in no way erases or changes any data you
have entered in the tool. You can therefore print reports in Spanish or another
language, then convert the FRAME Tool to English and print a new set of reports
in English.
11: Is there a user community of FRAME users?
Yes, we have an email “listserve” community with hundreds of members. You
can post questions about FRAME or help answer questions asked by others. To
join, send an email to: SEEPFRAME-subscribe@yahoogroups.com. You can
then post questions by sending an email to: SEEPFRAME@yahoogroups.com.
You can unsubscribe at any time by sending an email to: SEEPFRAMEunsubscribe@yahoogroups.com.
12: The toolbars no longer seem to match the page I’m on, and rows that should be
displayed are hidden. What happened?
Many of the features in FRAME are managed through Visual Basic code for
Applications (VBA) by use of a technique called “event-driven functions”.
When you change sheets, for example, Excel generates an “event” and that event
runs VBA code that we have developed to show/hide rows and redo the toolbars.
However, sometimes events can get disabled and then the necessary code does
not run. To solve this problem you can click on the button labeled “Enable VBA
Events” on the lower section of the Intro sheet.
13: How do I get assistance with using the FRAME Tool?
To best understand the content of the FRAME Tool, you need to understand well
the material in the SEEP manual titled Measuring Performance of MFIs: A
Framework for Reporting, Analysis, and Monitoring. This manual was written
by a group of microfinance practitioners, donors, and evaluators and describes in
full detail the accounting standards, adjustment practices, and key ratios used in
the microfinance industry. Therefore, your first place to start to learn the
FRAME Tool is to understand the material in that manual (available for
download for free on the FRAME website).
Second, you should review the tutorials developed to explain the FRAME Tool.
There are six tutorial videos that describe different areas of the FRAME Tool and
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provide an excellent introduction to the tool. Again, these tools are available for
free on the FRAME website.
Third, you should study the SEEP FRAME Tool User’s Guide, also available for
download on the FRAME website. While Measuring Performance of MFIs (the
Framework manual) describes the content of the FRAME—the ratios, terms and
definitions needed for solid MFI financial management—the User’s Guide
focuses on the technical aspects of the FRAME software, such as inputting data,
turning on specialized options, and generating reports. You should study both of
these manuals to best understand how to use the FRAME Tool to strengthen your
MFI’s analysis and reporting capabilities.
Fourth, there is a user email group (see Question 11),
SEEPFRAME@yahoogroups.com that can be a source of information for you.
Fifth, we do provide technical assistance via email if you have a specific question
about the tool. Send an email to FRAME@seepnetwork.org.
Finally, there are training courses offered in various countries, which generally
last between two and five days. For information on upcoming courses, visit the
FRAME website.
14: How can I tell what changes have been made between FRAME versions?
FRAME contains a complete list of changes, by version, on the bottom of the
Intro sheet. Just scroll down the page and you can see what corrections have
been made and what new features have been added.
15: I see an EXPORT button on the Setup sheet, but how do I import the data into
another copy of FRAME?
An import process is being added into version 1.1 of FRAME. It is expected to
be released in January 2007. You can then export your data out of your current
version of FRAME and import it into the new version.
16: Can I really enable macros in FRAME without danger of viruses?
Microsoft does allow you to select different “security levels” for running macros
in Excel. The FRAME Tool VBA modules are locked with a password and
therefore viruses cannot infect the FRAME Tool. Therefore, you can safely
enable macros when you open the FRAME Tool without concern about viruses.
17: Is there a way to aggregate data from multiple MFIs into one FRAME tool?
In FRAME 1.0 there is not a way to aggregate data from multiple institutions.
FRAME 1.0 is designed as an analysis tool for a single institution. We are
looking at possible aggregation features in future versions of the tool.

10
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18: Are there training opportunities to learn the FRAME tool?
Yes! SEEP holds several training courses on the FRAME tool each year.
Training courses are offered in various countries with different partner
institutions—often regional and country-level microfinance associations.
Training courses generally last between two and five days; pricing depends on
the hosting institution. When SEEP holds a FRAME course with open
enrollment, we will do our best to publicize it on the FRAME listserv. For
information on upcoming courses, visit the FRAME website.
19: Is the FRAME available in languages besides English?
Yes! FRAME is currently available in English and Spanish. The FRAME will
also be available in French and Mandarin by February 2007 and in Arabic by
April 2007.
Please note, there is only one FRAME file; it contains all language options. On
the Intro sheet, you can select the language from the drop-down menu, and can
switch back and forth between languages with no loss of data.
20: I have ideas and suggestions for improving FRAME. How can I share those
ideas?
We are very open to your ideas and suggestions! You can send an email to
FRAME@seepnetwork.org and we will reply and discuss with you your
suggestions.
21: What are some of the planned features for FRAME 2.0?
Some of the items on our current list of ideas for FRAME 2.0 are:
• an import feature
• graphs to view all ratios
• improved printing features
• enhancements to the language translation of FRAME
• improved ability to add comments
• custom highlighting of cells by value ranges
• enhanced error checking
• increased options for customizing reports
• an aggregation tool

SEEP FRAME Tool User’s Guide
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FRAME Tool Overview
Opening the tool
If you have Microsoft Excel installed on
your computer, all you need to use the
FRAME tool is the SEEP FRAME.xls file.
Everything is self-contained in this single
file. It is simply an Excel workbook, but a
quite sophisticated workbook, with an array
of advanced features.

Tutorial
To view the tutorial of the information
explained in this section, run the file
titled OverviewTutorial.exe

To make the tool more powerful, FRAME uses some internal Visual Basic programming.
You will need to ensure that “macros are enabled” when you open FRAME, or these
features will not work properly. If you are not offered the choice to enable macros when
opening FRAME, then you may need to change your Excel security settings. To do so,
select Tools / Macro / Security, and then set the level to “Medium.” This allows you the
choice to enable macros with each workbook you open, and you can avoid potential
viruses from running by enabling the macros only on workbooks you trust.

Organization of the FRAME Tool and Manual
The information in this guide is divided into three major sections:




Standard Financial Statements: Describes the basic data input sheets and how
to generate standard financial statements.
Adjustments and Ratios: Explains the two Adjustment methods, required
inputs and calculations. Describes the Ratio sheet and how to generate adjusted
financial statements. .
Management Reports: Describes the reporting tool and the various report
formats built into FRAME as well as the User Sheets that are available.

Depending on the choices you make in the Setup sheet, different sheets will hide or show
in the tool. The FRAME tool can be used in its most basic configuration if the analytical
adjustments are not enabled on the Setup sheet. If that’s the case, the following sheets
will appear:

12
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If you enable the Analytical Adjustments on the Setup sheet, additional sheets will
automatically open up as shown in the picture below:

How to enter data
All the input cells in the FRAME are shaded grey and they are the only cells you can
modify. All other cells in the tool are protected to avoid any accidental damaging of the
tool. The FRAME uses different colors to distinguish different levels of data, as shown
in Figure 1 below. On this example of the Income Statement in the DataInput sheet,
major account rows such as “Financial Revenue” are shaded light blue. The rows in the
next level of detail, such as “Financial Revenue from Loan Portfolio” are shaded in light
green and the rows in the third level of detail are shaded in light yellow. Rows I3 and I4
(yellow) are summed up on row I2 (green). Row I1 (blue) is the sum of the green rows –
I2, I5, and I6.

SEEP FRAME Tool User’s Guide
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Figure 1: Color-coding and Summation

These colors are the same across the major input and output sheets, except for the color
corresponding to the first level of data. For example, if you are on the DataInput sheet,
you will see that top level data is shaded in light blue, but when you move to the
Output(Unadj) sheet this same top level data appears shaded in darker blue. This
different color-coding helps to facilitate sheet recognition and avoid confusion when
going from one sheet to the next.
The FRAME Tool has been designed to concentrate data input into as few areas as
possible. The three main input sheets (shaded grey in the figures above) are:




Setup: This is where you configure the tool for your institution.
DataInput: This is the main input sheet where you enter data from your
financial statements and reports.
AdjInput: If you have enabled the financial adjustments feature in the Setup
sheet, this is where you enter data required for FRAME to calculate the
adjustments.

Languages
FRAME is multi-language, as explained in the Intro sheet section, on page 15. You can
switch languages at any point without any loss of data.
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The Intro Sheet
When you first open the FRAME Tool, you will see the Intro sheet (Figure 2).
Figure 2: The Intro Sheet

The important aspects of this sheet include:
•

Languages: This dropdown list allows you to switch the FRAME tool into
another language. The FRAME tool offers the following options:
o English
o Spanish
o French
o Chinese (simplified)
o User-defined language (as explained below)
You can switch between languages without any loss of data you have entered,
allowing you for example to print your reports in any desired language.

•

User-Defined Languages: The language dropdown offers a “User-Defined
Language” option. If you select this option, you can type a translation in any
language on the Translations sheet that is displayed toward the end of the tool
when you have switch into User-Defined Language. The User-Defined
Language column consists of unprotected, grey input cells, and you can enter the
translation of the text for each row, in whatever language you choose. Note that
if the User-Defined Language column cell is left blank, the FRAME Tool will
use the English text by default.

•

FRAME Version: This is the version number of the tool, useful to determine if
you need to upgrade, as well as for reporting errors or questions to technical
support.

SEEP FRAME Tool User’s Guide
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•

Excel Version: This is the current version and build of Excel installed on your
computer, again useful for reporting to technical support. (The “build” indicates
which service release patches you have installed on Excel.)

•

Website and Email: You can click on the provided links to send an email to
technical support or to visit the FRAME website.
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Part 2: Standard Financial Statements
Part 2 of the manual explains the sheets used for the generation of the basic financial
statements, with no financial adjustments. Part 3 introduces the adjustments features of
the tool and describes the Ratios sheet.
This part is divided into the following sections:
The Setup Sheet: This sheet is used to configure the tool prior to inputting data.
It also provides the option to enable the more advanced features of the tool.
The DataInput Sheet: This is the main sheet of the tool for entering data. You
can enter data for all of your financial statements on this single sheet – Income
Statement, Balance Sheet, Cash Flow, Portfolio Information, and Non-Financial
Information.
The Output(Unadj) Sheet: This is the main output sheet in the tool, presenting
all the data entered on the DataInput sheet, but with a more consistent
formatting and presentation. This sheet displays unadjusted data. There is
another sheet, described in Part 3, which presents adjusted data, if this option has
been enabled on the Setup sheet.
The FinReports(Unadj) Sheet: This sheet allows you to configure and print out
your basic financial statements, without adjustments.

SEEP FRAME Tool User’s Guide
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The Setup Sheet
The Setup sheet is the first sheet in the model in which you can input data. Its function is
to configure the remaining sheets in the FRAME tool. The sheet has two sections:
Section 1: Institutional Information
This section must be completed in
full, because it feeds into other areas
of the tool.

Tutorial
To view the tutorial of the information
explained in this section, run the file
titled OverviewTutorial.exe

Section 2: Enable Features
This section is optional. If no additional features are enabled, FRAME will
appear in its simplest format.
The Setup sheet should be filled out before proceeding with the rest of the tool, because
decisions made here will affect:
•
•
•

What sheets are visible in FRAME
Which sections of each sheet are visible and which are hidden
Which period columns are visible and which are hidden depending on the data
frequency selected

Institutional Information
This section has a small number of input cells (shaded grey) for entering the requested
data. Most is self-explanatory, with the following sections providing specific details:
Margin of Error: There is a dropdown list to choose the Margin of Error. This allows
you to set a tolerance level for the error indicators in FRAME. For example, if the
Balance Sheet or the Cash Flow Statement is off by more than the amount selected,
FRAME will display an error notice in that section. Choices on the dropdown range from
flagging differences greater than 1 to flagging differences greater than 10,000.

18
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Figure 3: Top of the Setup Sheet

Data Frequency: Moving further down the sheet (Figure 4), there is a section for
selecting Data Frequency. The FRAME tool allows storage of between one and three
years of data. For each annual period you can set a data frequency. For example you can
choose to input annual data for the period two years ago, quarterly data for last year, and
monthly data for the current year. All reports and ratios in FRAME will use the data
frequencies selected for each period. An advantage of inputting historic data is that
FRAME can calculate and display trend data for your analysis. Depending on the
frequencies you select, period columns will be visible or hidden, with a maximum of 36
data columns if you select monthly input for all three years and a minimum of one data
column if you select to only enter annual data for the current fiscal year. You can select
to not enter data for the previous fiscal year or for the period two years ago.
Note that the data year for the first dropdown (indicated as FY00 in row 19 of the figure
below) is considered the current year and will be the basis for all the financial reports
configured elsewhere in the tool. Previous year data (e.g., FY99 and FY98) are used only
for comparison columns in the reports.

SEEP FRAME Tool User’s Guide
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Figure 4: Data Frequency Choice

Year-end Conversion Process: Finally, there is a button to run the Year-end
Conversion Process. This runs a procedure to shift all data entered back one year in the
FRAME tool, thus freeing up the current year section to begin entering data for a new
fiscal year. If you have three years of data entered, the data for the oldest year will be
discarded and the data for the two most recent periods will be moved back to the second
and third year columns. The current period column will be blank allowing you to enter
data for a new period. Be sure to make a backup copy before running this procedure.
FRAME is simply an Excel workbook. You can therefore begin a new period, but keep a
copy of the previous file for your records.

Enable Features
As you can see in Figure 5, further down the Setup sheet is the “Enable Features
Section,” which allows you to enable or disable the following features:
External Currency Conversions: FRAME allows you to convert your financial
statements into one or two external currencies. You can enable this conversion process
simply by typing currency names into one or both cells. (See page 31 of this guide.)
Cash Flow Method: FRAME can present the Cash Flow Statement using either the
Direct Method or the Indirect Method. Alternatively you can disable the Cash Flow
section of the tool. This will hide all sections of the tool that relate to Cash Flow
information. Since no cash flow data is used in any of the financial ratios, the FRAME
ratios will still be complete. You can switch between methods without any loss of data
entered. (See page 27 of this guide.)
Analytical Adjustments: FRAME has an optional sophisticated tool for calculating
adjusted financial ratios. Enabling the analytical adjustments will display several new
sheets – AdjInput, Output(Adj), FinReports(Adj) – as well as display additional ratios
on the Ratios sheet. Otherwise, FRAME will present all the information in its unadjusted
form. (See page 33 of this guide.)
20
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User-Defined Accounts: The FRAME tool includes two types of user-defined accounts.
First, some line items in the Income Statement, Balance Sheet, and Portfolio Report
include the option to break down amounts into sub-accounts. Second, the tool contains
some empty lines that allow the user to add additional data points to track, as well as
define additional ratios. You can turn this feature on and off without any loss of data
entered.1
Figure 5: Optional Features on Setup

Forecast, Variance, and Benchmark Analysis: Enabling this feature will display new
input columns on the far-right of the DataInput sheet and the AdjInput sheet. These
sections are explained on pages 23 and 34 of this guide. Data entered in these columns
can then be incorporated into many of the customizable reports, as described on page 51
of this guide. You can turn this feature on and off without any loss of data entered.
Gender Ratios: Enabling the gender ratios will display several rows elsewhere in the
FRAME Tool related to Gender data needed to calculate Gender ratios. These ratios are
not a part of the Framework Manual, but have been incorporated into FRAME to help
MFIs concerned with tracking gender ratios. You can turn this feature on and off without
any loss of data entered.
Export Data File: Clicking this button will create a small Excel data file containing all
of the information entered into the FRAME Tool. This file can be used to import the data
into other analysis tools or aggregation tools you may have. This export file can also be
used to move data from your current version of the FRAME Tool into a newer release of
1

FRAME allows the following user-defined lines: 10 personnel expense sub-accounts, 10
administrative expense sub-accounts, 5 loan capital donation sub-accounts, 5 operating expense
donation sub-accounts, 5 loan portfolio sub-accounts, 5 short-term deposit sub-accounts, 5 shortterm borrowings sub-accounts, 5 long-term borrowings sub-accounts, 20 user-defined data points,
and 25 user-defined ratios.
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the FRAME tool.2 Note that the data is exported as numerical values. You may have
created user-defined formulas in the FRAME Tool. These formulas will not be
transferred via the Export process. Only the numerical values resulting from these
formulas will be exported.

2

Implementation of this import feature is anticipated for FRAME 2.0.
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The DataInput Sheet
As mentioned before, the FRAME Tool has been designed to concentrate data input into
as few areas as possible. The DataInput sheet is the principal area of the tool in which
you will be entering data. You may also be
entering data on the AdjInput sheet if you
Tutorial
have enabled the financial adjustments
To view the tutorial of the information
feature. Data input elsewhere in the tool is
explained in this section, run the file
very minimum or non-existent.
titled DataInputBasicTutorial.exe
Figure 6: The DataInput Sheet

Figure 6 shows a typical layout for the DataInput sheet. The sheet, as most sheets in
FRAME, has a specialized toolbar, located below the Excel menu bar, to quickly access
key features of the sheet.

The toolbar offers the following buttons:
•
•

Auto-Width: This button can be clicked when figures are too large to display
properly on the screen. Clicking this button readjusts the width of all the
columns to properly display information.
Definitions: This button toggles on-and-off the display of two useful columns
for new users, as you can see in Figure 7. Column F shows a detailed Definition
of the information contained in that row of the tool. These Definitions come
directly from the Framework Manual. Column G, titled Calc, shows the formula
used in those rows where calculations are made. Remember that white cells are
protected and contain formulas, while grey cells are unprotected data entry cells.

SEEP FRAME Tool User’s Guide
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•

•

User Comments: This button toggles on-and-off the display of Column H where
you can write short comments about the information you have entered, as shown
in Figure 7. You can click this button to hide information you have already
typed. The data will not be erased, and can be redisplayed by clicking the button
again.
GoTo buttons: The remaining buttons will move you quickly to the main
sections of the sheet:
o Income – Income Statement
o Balance Sht – Balance Sheet
o Cash Flow – Cash Flow Statement
o Portfolio – Portfolio Report
o Non-Fin Data – Non-Financial Data Section

Figure 7: Definitions and Comments Columns

Additional features to note on the DataInput sheet are:
•

•

•
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Summary rows: The top rows on the sheet (rows 3-7) provide a concise
summary of the data and any imbalances found below on this sheet. If any errors
are flagged elsewhere on the sheet, they will be highlighted in row 7, and you
will need to move down the sheet to identify the cause of the error and resolve it.
Columns: Note in the figure how there are annual input columns for 2003 and
2004, and quarterly input columns in 2005. The display of columns will depend
on the configuration choices you have made on the Setup sheet. You could
conceivably have as many as 36 monthly columns displayed if you have chosen
monthly data for all three years, or as little as one column if you have chosen
annual data for only the current year. In addition, you will always have one leftmost column for entering Initial Balances for selected data points. This is an
essential data entry, necessary for calculating averages used in many ratios.
Color coding: Note how the tool uses different colors and font sizes to
distinguish different levels of aggregation, or key calculation levels within the
financial statements. Consistently throughout FRAME, you are allowed only to
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•

•

enter data into grey cells. All other cells are protected to avoid any damage to
the formulas and logic of the tool.
Refs: All data points in FRAME have a coded line number matching those
numbers used in the Framework Manual, the first letter selected as follows:
I: Income Statement
B: Balance Sheet
C: Cash Flow Statement
P: Portfolio Report and Activity Report
R: Ratios
A: Adjustments
N: Non-financial Data Report
Cross-reference columns: Columns C and D highlight cross-references among
various lines on the financial statements. For example, line I14 in the Income
Statement (“Provision for Loan Impairment”) is cross-referenced with line P8 in
the Portfolio Data section. Clicking on any cross-reference highlighted in blue
will move you to the related cross-referenced row.

In the next few pages, each of the major input sections of this sheet are described in
detail.

Exchange Rates
In this section, rows are displayed only if an exchange rate currency has been entered in
the “Enable Features” section of the Setup sheet. These exchange rates are used to
convert financial information to these other currencies elsewhere in the tool. Two
different exchange rate currencies may be enabled. Type in the “End-of-Period
Exchange Rate” figures in each column, and FRAME will calculate the year-to-date
averages. If you have access to more precise year-to-date average figures, you can enter
them in the “Average Override Row” and these figures will be used by FRAME for the
calculations. Exchange rates are always entered as the amount of local currency that
equals one unit of external currency.

Income Statement
The format of the Income Statement is quite
straightforward, matching that presented in
the Framework Manual, pp. 11-16.

Framework Manual
The format of the Income Statement
matches that of the Framework
Manual, pp. 11-16.

It is important to note that all figures entered
into the Income Statement must be year-todate amounts. For example, if entering monthly data, the figures entered for February
must be the total figure for both January and February combined.
•

Inflation Accounting: There is an option in row 40 to enable or disable inflation
accounting. Enabling this option will hide row 42 and display rows 43-46.
Inflation accounting is explained on page 14 of the Framework Manual.

•

User-input lines: If you enabled the User-Defined Accounts feature on the
Setup sheet, then you will find ten user-input rows in the Personnel Expense
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section and the Administrative Expense section. The first input row of each
section contains a formula to ensure that the numbers entered match the total
entered on the initial line. The figure for the total expenses of the category must
still be entered. See how in the Personnel Expense example, shown in Figure 8,
the total expense must be entered on I17 (Excel row 51). Then the numbers
entered in input rows 2-10 (Excel rows 54-62) will cause the figure in row 1
(Excel row 53) to adjust so that the totals equal the figure in I17.
Figure 8: User-Input Lines

Balance Sheet
The format of the Balance Sheet is quite
straightforward, matching that presented in
the Framework Manual, pp. 16-21.
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Framework Manual
The format of the Balance Sheet
matches that of the Framework
Manual, pp. 16-23.

•

User-input lines: If you have
enabled the User-Defined Accounts feature on the Setup sheet, then you will find
detail sections displayed for Gross Loan Portfolio, Short-term Time Deposits,
Short-term Borrowings, and Long-term Borrowings. Again, the first input row of
each section contains a formula to ensure that the numbers entered match the
total entered on the initial line.

•

Error verification: At the end of the Balance Sheet you will find two
verification rows to ensure that the Balance Sheet balances.
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Cash Flow
The formats of the Cash Flow statements
Framework Manual
match those of the Framework Manual, pp.
The formats of the Cash Flow
23-32. Either the Direct Cash Flow or the
Statements match those of the
Indirect Cash Flow will be displayed,
Framework Manual, pp. 23-32.
depending on the choice made on the Setup
sheet. Alternatively, the Cash Flow section
will be hidden if you choose to hide it on the Setup sheet. As with the Income Statement,
you must enter year-to-date figures in local currency.
•

Data entry: You will notice that the cash flow lines are nearly all manual input.
If your institution has a cash-based accounting system, the figures entered will
largely match the figures in your income statement. If you are experienced in
Excel, you could then enter formulas to draw the information automatically from
the Income Statement. However, if your institution uses accrual accounting, you
will need to manually enter all data based on the actual cash movements for the
period.

•

Error verification: At the end of the Cash Flow section you will find three
verification rows to ensure that the Cash Flow figures match the cash figures
entered in the Balance Sheet.

Portfolio Data
The format of the Portfolio Data section
matches that of the Framework manual, pp.
32-35. Note that this section is a mixture of
year-to-date and end-of-period figures. Be
sure to enter the data as indicated.

Framework Manual
The format of the Portfolio Data
matches that of the Framework
Manual, pp. 32-35.

Portfolio Aging Schedule: Use the left-hand column cells (columns C and D in Figure
9) to enter aging categories in rows 263-274. The first input (row 263) defines the
amount of days a loan can be past due while still being considered current. Subsequent
rows allow the user to define the day ranges for each level of the aging schedule (i.e. 1-30
days past due, 31-60 days past due, etc.).
After you enter each new category, hit the ENTER key and FRAME will display an
additional input row. Use the up-arrow key to move up to the new cell and enter another
cut-off date if desired. If you do not enter another number, the last row will be
considered “Portfolio at Risk over [x] days” with [x] being the cut-off number of days
from the previous level of the aging schedule.
Then move to the first input column for each Fiscal Year that has been enabled in the tool
and enter the loss allowance rates for that year. Even if the loss allowance rates do not
change, the must be entered at the beginning of each fiscal year. FRAME allows for
changes in allowance rates each year, but those rates remain constant for that entire year.
Note, also, that if you have enabled the input of portfolio by multiple loan products, the
portfolio aging schedule and loss allowance rates entered here will apply to all the
products. FRAME does not currently allow variation of these parameters product-byproduct.
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Figure 9: Portfolio Aging Schedule

Optional Breakdown of PAR: If you have enabled the user-defined accounts in
FRAME on the Setup sheet, then line 313 will display a dropdown allowing you the
option of enabling the Optional Breakdown of Portfolio at Risk (PAR). If enabled,
FRAME will display up to five detail-input sections for each loan product that has been
defined in Line B4 of the Balance Sheet. The sections function as follows:
•

Aggregate totals: In Lines 296-308, enter figures for the total loan portfolio for
the institution.

•

Loan Product 1: Lines 316-329 are automatically calculated. The figures
shown are the aggregate figures entered in the section above, less the amounts
entered for Loan Products 2 through 5 starting in line 332. This ensures that the
figures add up to the totals. Be sure to verify the figures for Loan Product 1 and
ensure that they match the figures from your financial statements. Any
discrepancy could be due to having entered inaccurate data in the sections for the
other loan products.

Non-Financial Data
The format of the Non-Financial Data
section matches that of the Framework
Manual, pp. 35-37, unless you enabled the
Gender Ratios and/or the User Defined
Accounts in the Setup sheet. In that case,
you will see additional rows for this
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Framework Manual
The format of the Non-Financial Data
section matches that of the Framework
Manual, pp. 35-37.
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information at the bottom of this report.
Enter information in the grey cells for each period. For the Inflation Rate, enter the
cumulative year-to-date inflation rate.
Gender Data
If you enabled Gender ratios in the Setup sheet be sure to fill out the grey cells under
Gender data needed for FRAME to calculate Gender ratios.
User-Defined Data Points
If you enabled User-Defined accounts in the Setup sheet, FRAME allows you to enter up
to 20 data points not already included in any of the other sections in the DataInput sheet.
If you decide to add User-Defined data points, type in the name of the data point in
column E. Then, you should click the “Definitions” button so that you can type in your
own definition in Column F. Finally, in Column G you must indicate whether the variable
you are entering is a flow variable or a stock variable. Unless you specify which type of
variable this is, FRAME may not be able to calculate variances accurately later in the
Reports. Please refer to p. 9 of the Framework Manual for an explanation of flow vs.
stock data.

Target
The FRAME tool allows you to enter an annual year-end “target” figure for the current
year for any of the data points on this sheet.3 If your MFI has projections for the most
recent period, you should enter as many projected figures as you are able to in Column
AW so that FRAME is able to calculate variances later on when you generate Reports.
Please refer to p. 88-90 in the Framework Manual for information about Variance
Analysis.

Benchmarks
Likewise, in Column AX, FRAME allows you to enter benchmark figures for any of the
data points on this sheet. For instance, you could enter a benchmark for the number of
clients or the value of the loan portfolio for comparable MFIs in your region or country.
By entering information in this column, FRAME will be able to show these benchmarks
later in the Reports, allowing you to perform benchmarking analysis. Please refer to p.
91 of the Framework Manual for an explanation of Benchmarking Analysis.

3

There is also a column for entering annual targets on the Ratios sheet.
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The Output (Unadj) Sheet
The Output(Unadj) sheet simply presents the information entered on the previous
DataInput sheet, but in a consistent format with no data entry areas. This entire sheet is
read-only, meaning no information can be entered or changed directly on this sheet, but
rather must be changed on other sheets in FRAME.
Note that the only rows that are displayed on this sheet are those that have been enabled
on the Setup sheet and defined on the DataInput sheet. If you expected to see other
sections or rows on this sheet, review the information on the other pages.
Information on this sheet may be printed using the manual printing features of Excel (File
/ Page Setup). However, because the worksheet is protected, it is not easy to select only
certain columns for your printout. It is much easier to print from the FinReports(Unadj)
sheet (discussed in the next section).
Figure 10: The Output(Unadj) Sheet
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Financial Reports (Unadjusted)
The FinReports (Unadj) sheet allows you to view and print your financial reports with
unadjusted data in the formats recommended in the Framework Manual. The reports
include the Balance Sheet, the Income Statement, the Cash Flow Statement, the Portfolio
Report and the Non-Financial Data Report and the data is presented year to date.
At the very top of the sheet, the tool requires you to make a series of choices to indicate
how you want the reports to appear, depending on the choices you made initially on the
Setup sheet.
Cutoff Date: First, you must indicate the cut-off date of the reports using the first
dropdown menu. The options you see in the menu depend on the frequency choice you
selected in the Setup sheet for the current year of data. If you selected to enter annual
data for the current year, this dropdown menu will not be visible.
Currency: If you have enabled the External Currency Conversion option in the Setup
sheet, you will see a Currency dropdown menu. You can select to view and print the
reports in local currency or in any of the external currencies you indicated on the Setup
sheet. FRAME converts flow figures at the Period Average Exchange Rate and stock
figures at the End of Period Exchange Rate, both taken from the rates entered in the
DataInput sheet.
Include Sub-accounts: You can also choose to include sub-accounts in the reports by
clicking the checkbox. This checkbox will only appear if you enabled user sub-accounts
in the Setup sheet.
Include third year in comparison: If you have entered three years of data in the tool,
you can include a third year of data for comparison purposes in your reports by clicking
on the last checkbox.
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Figure 11: The FinReports(Unadj) Sheet

Prorated Data: If you have entered data for the current year using one frequency and
data for the previous year(s) using a different frequency, FRAME automatically prorates
the previous year’s data in the Income Statement. A note to this effect is displayed in
row 20 of Figure 11. This allows you to compare income and expenses over the same
period of time in the current year and the previous year(s). For reports other than the
Income Statement on this sheet, the FRAME presents end of period data for the previous
year because these reports include stock variables, which cannot be prorated.
User Comments: FRAME provides a section on this sheet, in Column M, where you
can enter user comments.
Printing: You can print any of the reports on this sheet individually by clicking the
“Print this report” button at the top of each report. Doing so will bring up a preview of
the report; you can then send it to the printer or close the preview.
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Part 3: Analytical Adjustments and Ratios
Part 3 of this guide describes the aspects of the FRAME Tool that allow you to calculate
Analytical Adjustments and the companion ratios. If Analytical Adjustments have not
been enabled on the Setup sheet, all of the following sheets are hidden from view, except
the Ratios sheet.
The AdjInput Sheet: This sheet is the most complex of the FRAME Tool,
allowing you two alternative methods for inputting data to calculate financial
adjustments. The procedures are thoroughly explained in Chapter 3 of the
Framework Manual.
The Output(Adj) Sheet: This sheet displays all the data entered on the
DataInput sheet, with the information from the AdjInput sheet incorporated.
The sheet is very similar in appearance to the Output(Unadj) sheet, but with
additional rows containing the analytical adjustments.
The FinReports(Adj) Sheet: This sheet allows you to configure and print out
your basic financial statements, with adjustments. It is similar in concept to the
FinReports(Unadj) sheet.
The Ratios Sheet: This sheet presents the ratios and indicators defined in
Chapter 4 of the Framework Manual. In addition to the standard ratios, the sheet
also displays adjusted ratios if Analytical Adjustments have been enabled on the
Setup sheet.
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The Adjustments Input Sheet (AdjInput)
The Adjustments Input (AdjInput) sheet is
Framework Manual
the third sheet in FRAME that requires data
The
Analytical
Adjustments process is
input. It is only displayed if the Analytical
described
in
detail
in Chapter 3 of the
Adjustments option is enabled on the Setup
Framework Manual.
sheet. The data input here in the grey cells
allows the FRAME tool to automatically
calculate the analytical adjustments described in Chapter 3 of the Framework Manual.

Structure of the AdjInput Sheet
The structure of the AdjInput sheet is very
Tutorial
similar to that of the DataInput sheet.
To
view
the
tutorial
of the information
Clicking the Definitions Button on the
explained in this section, run the file
toolbar shows or hides the definitions
titled AdjustBenchTutorial.exe
column. In this chapter, the screens appear
with the definitions column hidden from
view; whenever you wish to see more detail for any of the concepts in this sheet, simply
click the definitions button to show the explanations from the Framework Manual.
Figure 12: The AdjInput Sheet

The first step to complete this sheet is to select one of the two Adjustment Methods:
Benchmarking or True Performance (see pp. 41-42 of the Framework Manual). The
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method can be changed at any time without any loss of data since the calculations for
each method are independent of each other. However, the method selected at any given
time will dictate how adjustment calculations are made for purposes of showing adjusted
performance throughout the tool (adjusted ratios, adjusted financial statements, etc.). The
name of the method currently selected is always visible at the top of the sheet in the cell
directly below “Curr Meth”.

Summary of Adjustments
The top section of this sheet summarizes the adjustment calculations for all the periods
for which you have entered data. Move to the right to see all of the calculations.

Adjustment Calculations
In this section, you must input assumptions and data using the grey cells. The inputs vary
depending on the adjustment method chosen above.

Benchmarking Adjustments
The Benchmarking Method is the simpler of the two methods and requires less data
input.

Adjustment for Subsidized Cost of Funds (A1)
This section does not require you to input any data. It takes information you’ve entered
in the DataInput sheet and calculates the adjustment as described in the Framework
Manual (pp. 45).4

Adjustment for In-Kind Subsidy (A2)
The Benchmarking method calculates an adjustment for any subsidies that have reduced
Personnel or Administrative Expenses. It does not include any calculation for donated
fixed assets. A portion of this input section is shown in Figure 13.
For the Personnel Adjustment (A2.1) and the Administrative Expense Adjustment (A2.2),
you must enter the Estimated Cumulative Cost and the Actual Cumulative Paid, year to
date. The tool then calculates the adjustment simply as the difference between the two.
If the result is negative, no adjustment is made. You can enter up to ten different
categories of personnel expense and ten different categories of administrative expense.
The corresponding data entry rows will open up once you type in a name for the expense
category.

4

Please note that the tool uses the Average Market Rate to calculate the adjustment. This is a
deviation from the Framework Manual, which uses the Market Rate itself. The reason the
FRAME deviates from the manual is that the manual only refers to annual, not monthly or
quarterly, data. In the FRAME tool, monthly or quarterly data might be available, and therefore
the average rate is used in order to increase the accuracy of the calculations.
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Figure 13: In-Kind Subsidy Entry

Adjustment for Inflation (A3)
This section does not require you to input any additional data. It takes information
you’ve entered in the DataInput sheet and calculates the adjustment as described in the
Framework Manual (pp. 52-53), using beginning balances of Equity and Fixed Assets.

Adjustment for Impairment Loss Allowance (A4)
FRAME uses the standard portfolio aging schedule for benchmarking (p.56). The only
data you need to enter are the portfolio values for each aging category. The error
verification row will show “Error” until the values you enter add up to the Value of the
Portfolio on the Balance Sheet. Once the total adds up, the verification row will show
“Correct,” as in the example below for FY04.
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Figure 14: Non-Performing Loan Entry

FRAME will then multiply the allowance rates by the portfolio values for each aging
category to get the Impairment Loss Allowance for Benchmarking. The total will be
compared to the Impairment Loss Allowance on the Balance Sheet (B5) and the resulting
difference will be the Adjustment. If the result is a negative number, the adjustment will
be zero.

Adjustment for Write-offs (A5)
This section uses the benchmarking standard of 180 days for writing off loans (p. 59).
FRAME calculates the write-off adjustment (A5.1), the Adjusted Gross Loan Portfolio
(B4adj), and the Adjusted Impairment Loss Allowance (B5adj) using information found
elsewhere in the tool.
In order to calculate the Adjustment to Number of Loans Outstanding (A5.2), you will
need to enter the Number of Loans past-due more than 180 days. This figure will be
subtracted from the Number of Loans Outstanding (P3) to get the Adjusted Number of
Loans Outstanding (P3adj).
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True Performance Adjustments
The True Performance Method is more complex and requires greater data input.

Adjustment for Subsidized Cost of Funds (A1)
FRAME allows the user to enter up to 10
different funding liabilities that carry a
below-market rate. For each funding
liability, input data in rows 1, a, c, e, and h
as shown in Figure 15 below:

Tutorial
To view the tutorial of the information
explained in this section, run the file
titled AdjustmentTPTutorial.exe

Figure 15: Subsidized Cost of Funds Entry

In line b, the tool calculates a simple average using the end of period balance of the
current period and the previous periods. Use the override row in line c to enter a different
average, for example, using daily, monthly, or quarterly balances if you wish to use a
more exact average.
For the Interest and Fee Expense on Account (line h), keep in mind that this is the portion
of interest and fees from the income statement that corresponds only to this funding
liability
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The tool calculates the YTD adjustment5. The last line (line j) shows the actual amount
used in the adjustment because if the adjustment is negative, the adjustment amount will
be zero.

Adjustment for In-Kind Subsidy (A2)
This section calculates adjustments for 3 types of in-kind subsidies: Personnel Expense
(A2.1), Administrative Expense (A2.2) and Fixed Assets (A2.3). Again, here you can
enter up to 10 different categories for each adjustment.
The Personnel and Administrative Expense Adjustments work exactly the same way.
You must input the Estimated Monthly Market Cost and the Actual Monthly Cost. In
Number of Months this period you should enter the number of months that you actually
had the subsidized expense. For example, in a given quarter you may have received
technical assistance only in one of the months; therefore, you would enter 1. (Note that
this is the number of months in the period for that column, not the cumulative number of
months in the fiscal year.) The tool will then calculate the adjustment and add it to the
total at the bottom.
Figure 16: In-Kind Subsidies Entry

5

Please note that the tool uses the Average Market Rate to calculate the adjustment. This is a
deviation from the Framework Manual, which uses the Market Rate itself. The reason the
FRAME deviates from the manual is that the manual only refers to annual, not monthly or
quarterly, data. In the FRAME tool, monthly or quarterly data might be available, and therefore
the average rate is used in order to increase the accuracy of the calculations.

SEEP FRAME Tool User’s Guide

39

The Fixed Asset Adjustment asks for the Value of the subsidized asset and the
depreciation rate for the period, or amount “consumed” during the period. For example,
if an asset has a useful life of 5 years, the annual depreciation rate would be 20%. If you
are entering quarterly data, the depreciation rate would be 5%; that is, 20 divided by 4
quarters. The tool will then calculate the Value Consumed, and add it to the total
adjustment to depreciation expenses at the bottom.

Adjustment for Inflation (A3)
Using the dropdown menu in Section A3, select which balance of equity and net fixed
assets you wish to use in the calculation: average, beginning, or ending balance (p. 51).
You are free to make one choice for equity and a different one for net fixed assets. This
is the only piece of information you need to provide. The tool then calculates the
adjustment using data you’ve previously entered on the DataInput sheet.

Adjustment for Impairment Loss Allowance (A4)
Using the drop-down menu, indicate whether the MFI’s policy is adequate because it
reflects true performance (p. 55). If the policy is adequate, no adjustment is necessary
and you can go on to the next adjustment. If you indicate that the policy is inadequate
because it does not reflect true performance, a series of rows will open up requiring data
input.
The Error Verification Row at the bottom (Excel row 441) ensures that the sum of the
portfolio values you enter equals the Value of the Loan Portfolio on the Balance Sheet.
For example, in the screenshot below you can see how the FY03 values are “Correct”,
whereas the FY04 column displays an “Error” because the loan portfolio values entered
do not yet add up to the portfolio value on the Balance Sheet.
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Figure 17: Non-Performing Loans, True Performance

Next, FRAME will calculate the Adjusted Impairment Loss Allowance multiplying the
allowance rates times the value of the loan portfolio for each aging category entered
above. The tool will then add up all the allowances and compare the result to the
Impairment Loss Allowance on the Balance Sheet. The difference between the two will
be the Adjustment for Impairment Loss Allowance. If the result is negative, no
adjustment will be made.
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Figure 18: Adjustment to Impairment Loss Allowance

Adjustment for Write-offs (A5)
This section is similar to the previous one in that you must first indicate whether the
MFI’s policy is adequate or not (Framework Manual p. 58). If the policy is not adequate,
a series of rows will open up requiring data input. The Write-Off Adjustment has two
effects: one on the Gross Loan Portfolio and the Impairment Loss Allowance (A5.1) and
the other one on the Number of Loans Outstanding (A5.2). To calculate these effects, you
must first enter the number of days after which loans should be written off to reflect true
performance. In the example below, that number is 120.
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Figure 19: Write-off Adjustment

Adjustment to Gross Loan Portfolio and Impairment Loss Allowance
(A5.1)
Enter the value of the portfolio that is at risk greater than the number of days indicated,
and then enter any portion of this value which you consider to be written-off adequately
under the MFI’s policy (see Framework Manual, box p. 58). The write-off adjustment
will be the difference between these two values. Finally, the tool takes this adjustment
and subtracts it from the Gross Loan Portfolio (B4) and from the Impairment Loss
Allowance (B5) giving as a result the Adjusted Gross Loan Portfolio (B4adj) and the
Adjusted Impairment Loss Allowance (B5adj).

Adjustment to Number of Loans Outstanding (A5.2)
Enter the number of loans at risk more than the number of days you indicated above and
any portion of this number that you consider to be adequately written off under the MFIs
policy. The resulting difference will be the write-off adjustment to be subtracted from
the Number of Loans Outstanding (P3).

Adjusted Denominator Values
The last section of this sheet allows you to enter initial adjusted balances that are needed
to calculate adjusted ratios for the first period of data. This is an optional section. If you
are able to fill in this information, your ratios will be more accurate. If you don’t have it,
the tool will simply use the unadjusted balances to calculate ratios for the first period of
data, and the effect should be minimal.
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The Output(Adj) Sheet
The Output(Adj) sheet is visible only if the
Analytical Adjustments feature has been
enabled on the Setup sheet. This sheet only
presents the Income Statement, Balance
Sheet, and Portfolio Data, because these are
the only three data areas that are affected by
the analytical adjustments.

Framework Manual
The structure of this sheet is described
on page 62 of the Framework Manual.

The content of the information reflects exactly that displayed on page 62 of the
Framework Manual. However, the format is adjusted from that in the manual to allow
multi-column data. As show in Figure 20, the adjustment lines are colored differently
from other lines in the financial reports and are given reference numbers beginning with
the letter “A”.
Figure 20: The Output(Adj) Sheet

As with the Output(Unadj) sheet, this entire sheet is read-only. This means that no
information can be entered or changed directly on this sheet, but rather must be changed
on other sheets in FRAME.
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The Financial Reports (Adjusted) Sheet
The FinReports (Adj) sheet is displayed only
if you enabled the Analytical Adjustments on
Framework Manual
the Setup sheet. It allows you to view and
The
structure
of these reports is
print an Adjusted Income Statement and an
described
on
pages
62-63 of the
Adjusted Balance Sheet for the current period.
Framework Manual.
To visually distinguish it from the
FinReports(Unadj) sheet, this sheet uses a green shade for the major accounts of the
financial statements.
As in the FinReports(Unadj) sheet, you are asked to first make some choices to indicate
how you want the reports to appear depending on the choices you made initially on the
Setup sheet. You have to indicate the cut-off date of the report, and the currency in
which you wish to view the reports.
As you can see in Figure 21, the report shows three columns of data: Current period data,
Adjustments, and Adjusted Current Period data. You can refer to the “X-Ref” column to
see which adjustment is affecting a particular line item and go back to the AdjInput
sheet if you wish to see how each adjustment was calculated. As in the
FinReports(Unadj) sheet, you have a user comments column to type in any
explanations, and you can print each report individually by clicking the “Print this
Report” button at the top of the two reports.
Figure 21: The FinReports(Adj) Sheet
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The Ratios Sheet
The Ratios sheet comes after the Financial Reports sheets. Once the DataInput sheet
has been filled out, this sheet will show unadjusted ratios (shaded green) for each period
of data. In addition, if you enabled the Analytical Adjustment calculations on the Setup
sheet and have completed the AdjInput sheet, you will be able to see adjusted ratios
(shaded orange). The adjustment method currently selected is shown as a reference at the
top of the sheet.
The sheet’s structure closely follows
Framework Manual
Chapter 4 of the Framework Manual,
These
Ratios are described in detail in
grouping the 18 SEEP ratios into four
Chapter 4 of the Framework Manual.
different categories. If you click the
Definitions Button on the toolbar, two
columns will open up. As you can see in
Figure 22 below, the first column shows the ratio definition and the second column
shows the ratio’s formula. You can hide these columns by clicking the Definitions Button
again.
Figure 22: The Ratios Sheet
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Targets and Benchmarks
Moving to the right of the ratio calculations to Columns AV and AW, you will see two
grey-shaded columns: Target and Benchmark. These columns are only visible if you
enabled the “Forecast, Variance, and Benchmark Analysis” option on the Setup sheet.
Figure 23: Target and Benchmark Entry

The Target Column allows you to enter projected ratios for the most recent fiscal year
available in the tool. Ideally, your MFI will have financial projections for the most recent
year and they will include target ratios. Enter your projected ratios in the input cells. By
doing so, the tool will be able to use these targets to present variance analysis in the
standard and custom reports available to you later in FRAME. Leaving a cell empty
doesn’t cause any problems, but you should try to enter as many projected ratios as you
have.
The Benchmark Column works in a very similar way. In this case, the column allows
you to enter existing benchmarks with which to compare your MFIs performance. These
benchmarks will also appear in the standard and custom reports available to you later in
FRAME. You are free to decide on the appropriate benchmark to use depending on your
MFI’s specific characteristics.
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User comments
The sheet also includes a column for you to type in comments that you may wish to make
as notes for yourself, or in case you want to print the sheet for someone else showing an
explanation regarding any of the ratios.

Gender ratios
The FRAME tool includes a fifth category of ratios, which was not part of the
Framework Manual. This category consists of two gender ratios that are only visible if
you have enabled Gender Ratios on the Setup sheet. Keep in mind that these ratios will
only show actual calculations if you have filled out the Gender Data information found in
the Non-Financial Data section of the DataInput sheet.

User-defined ratios
The bottom part of the sheet includes a section where you may add up to 25 user-ratios.
These rows will only be visible if you have enabled User-Defined Accounts in the Setup
sheet. Enter the ratio’s name in Column C. Then, click the Definitions Button to type in
the ratio’s definition in Column D. Then, in Column I, you must use the dropdown menu
to select either “s” or “f”. In most cases, you should choose “s”. These stand for “stock”
and “flow.” Choose “f” if the ratio you generate is simply a year-to-date figure (not an
annualized figure). If that is the case, FRAME’s reports will automatically annualize the
displayed value to give an accurate year-to-date variance analysis. The choice you enter
here does not affect any other section of the FRAME.
Moving to the right to each of the period columns, type in the formula you wish to use for
each user ratio. The formula can take data from any of the data points found elsewhere in
the FRAME. For example, you may want to take data found in the DataInput sheet,
either from data points included by default in the tool or data points you may have added
using the user-defined rows. Or you may decide to take data from one of your UserDefined Sheets. Once you have entered the formula in the first column, copy it over to
the rest of the period columns. You should carefully review each of the formulas copied
to make sure you are taking data from the appropriate place.
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Figure 24: User-Defined Ratios
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Part 4: Management Reports
This final part of the manual describes the various management report formats
incorporated into the FRAME Tool, as well as methods for customizing those reports.
The FRAME Tool also includes unprotected User-Defined Sheets, which may be
customized by the user. Using the toolbar, you may add as many user sheets as you like,.
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The Performance Monitoring Reports
Chapter 5 of the Framework Manual is titled “Creating and Analyzing Performance
Monitoring Reports”. The first part of the
chapter explains how to create trend
Framework Manual
analysis, variance analysis, and
These Reports are described in detail
benchmarking comparisons. It then presents
in Chapter 5 of the Framework
sample formats for six different reports,
Manual.
each of which incorporates the techniques
which were explained in the first part of the chapter.
The FRAME tool incorporates these predefined reports, as shown in the following table:
Reports listed in Chapter 5 of the
Framework Manual
Monthly Management Report
Quarterly Income Statement with Revenue
Analysis
Quarterly Balance Sheet with Asset Allocation
Analysis
Quarterly Management Report
Board Report
Donor, Creditor, Investor Report

Table 5.1, p.93
Table 5.2, p.95

Sheet in FRAME
Tool
MMR
QtrFinan

Table 5.3, p.96

QtrFinan

Table 5.4, p.97
Table 5.5, p.99
Table 5.6, p.102

QMR
BoardRep
DonorRep

Location

Although not immediately obvious, all of the report sheets listed in above table, except
the QtrFinan sheet, are built from the same standardized worksheet. This worksheet
includes a customizing feature, so you may modify these reports in quite a number of
ways.
We will first review the initial layout of the
Monthly Management Report (the MMR
sheet), shown in Figure 25. We will then
describe how to use Design Mode to
customize these reports.

Tutorial
To view the tutorial of the information
explained in this section, run the file
titled ReportTutorial.exe

•

Cutoff Date: The report has a dropdown menu for choosing the Cutoff Date,
listing the reporting periods for the current fiscal year. (This dropdown menu
will not be visible if you have selected “annual data” for the current year. It
will only appear if you selected Monthly or Quarterly data entry options.)

•

Print button: There is a button to send this report to the printer.

•

Comments: On the far-right of the screen, there are grey input cells to note
comments

•

Format buttons: The toolbar contains formatting buttons that you may need to
use to select a different format for a particular data point. For example, you can
increase the number of decimal places, or you can change a numerical format to
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a percentage format. Because worksheets are protected in the FRAME tool,
you will need to use these buttons to make formatting changes.
•

Design Mode: Each of these pre-defined report sheets contains a button titled
“Enable Design Mode.” This button will allow you to make substantial changes
to the content of the report. This procedure is described in the following
section.

Figure 25: Monthly Management Report

Design Mode
When you click the checkbox for “Enable Design Mode,” the report worksheet opens up
new rows and columns which enable you to make substantial changes to the content of
the report. Figure 26 shows the MMR with the Design Mode enabled. When you first
enable Design Mode, the information in the grey cells corresponds to the data that
appears in the reports as they are presented in the Framework Manual.
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•

Sections: Rows 14-22 allow you to define up to eight distinct sections of the
report. If you leave a title cell blank, the section will be hidden from the report.
Notice how when you first enable Design Mode, the first six rows contain the
titles of the rows from the reports as they are presented in the Framework
Manual.

•

Columns: Rows 24-29 allow you to designate which columns will be included
in the report. The choices are: current period info, % achieved, YTD variance,
trend analysis, and benchmark comparison. Figure 26 shows all of these columns
enabled.
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Figure 26: Design Mode of Performance Reports

•

Row content: Each of the eight sections of the report can contain up to ten lines
of data. As shown in Figure 27, unused lines are indicated by a “[not in use]”
title in Column C. You can change any of the already-defined lines, or add any
new lines by using the input columns, D and E. Column D allows you to choose
data from either the Output(Unadj) sheet (by entering a “D”) or the Ratios sheet
(by entering an “R”). In Column E you then enter the Excel row number of the
data point you wish to incorporate into this report. You can add any of the lines
of information from these two sheets. Once you enter a row number, the report
will update itself to show the title of the new data point incorporated into the
report.

Figure 27: Configure rows of Performance Reports
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Once you have completed the customization of your report, click the “Enable Design
Mode” checkbox again to exit design mode and display your customized report. Once
you learn how to use Design Mode, you will be able to customize these report templates
to create dramatically different reports.

The QtrFinan Sheet
The only report sheet in this section that
does not use the customizable report
template is the QtrFinan sheet. This sheet
generates quarterly Income Statement and
Balance Sheet reports following the designs
shown on pages 95 and 96 of the
Framework Manual.

Framework Manual
The Quarterly Report is described on
pages 95-96 of the Framework
Manual.

There are only two options on this sheet:
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•

Cutoff Date: The report has a dropdown for choosing the Cutoff Date, listing
the reporting periods for the current fiscal year. (This dropdown will not be
visible if you have selected “annual data” for the current year. It will only
appear if you selected Monthly or Quarterly data entry options.)

•

Include Sub-accounts: You can also choose to include sub-accounts in the
reports by clicking the checkbox. This checkbox will only appear if you
enabled user sub-accounts in the Setup sheet.

•

Print button: There is a button to send this report to the printer.

•

Comments: There are grey input cells to note comments on the far-right of the
screen.
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The User-defined Sheets
The FRAME tool sheets are protected to ensure the integrity of the tool and the accuracy
of the calculations. In order to allow you to customize the tool, there is an unprotected
User-Defined Sheet, located near the end of the workbook. This sheet can be modified
just like any standard Excel worksheet. You can modify the format and create formulas.
You can draw information from elsewhere in the tool (via formulas) and then process that
data as you wish. You can create and design new reports, or new ratios. You can also
take the results of your calculations and feed them back into the protected sheets of the
FRAME tool using the User-Defined Account rows, which can be optionally enabled on
the Setup sheet.
When you are on the User-Defined Sheet, the toolbar offers you three choices:
•

Add a sheet: You can add as many additional User-Defined Sheets as you wish.
All of these sheets will be unprotected.

•

Delete this sheet: You can delete the currently selected user-defined sheet. The
FRAME Tool will not allow you to delete the original User-Defined Sheet.

•

Rename this sheet: You can create your own names for any of the User-Defined
Sheets.

SEEP FRAME Tool User’s Guide

55

