Quick Instructions

About the Excel Workbook
Both the Workbook and some Worksheets (parts of) are password protected (certain areas/features locked down). This should not prevent you from administering your loan, and in fact, prevents deletion of critical data/formulas.

The only two Worksheets that are protected are “Set Up” and “1-40y Schedule.” The remaining three Worksheets are not protected; however, the entire Workbook is always protected.

Passwords and protection are never disclosed or disabled.

Step 1
Save the original file and use a copy.

Step 2
Excel 2000-2003 users may have to install the Analysis-Toolpak Add-In (Excel 2007 should be able to skip this step).
If this Excel Add-In is not installed, it will be immediately apparent when the file opens. You will see many errors containing “#NAME?” for example (see image below).
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If it is installed, all these errors will be numbers and skip this step.

Tip: See the Word document “Loan Administration Software Instructions.doc” for details on how to install it.

Step 3
You must “Enable Macros” on start up.

For some of you this is simply a click of a button on start up. For others, a setting may have to be changed so you are “prompted” (asked) each time the file is opened.

Macros are code. The code runs in the background as you use the Excel file and performs calculations and assists with additional payments for example. Please trust our code and only get this software directly from www.MoneyCops.com.
Tip: See the Word document “Loan Administration Software Instructions .doc” for details on how to “Enable Macros.”
Step 4
The “Set Up” Worksheet has three questions regarding Late Fees. Read the info and make a few choices first. This is usually a onetime event. Then proceed to enter your loan information.
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Step 5
Enter your loan information
The Excel Land Contract software comes populated with “typical” demo data as a template. You will simply replace the set up data in column D2-D7, D9, and cell B8 with your information where required.
Every single loan requires, at a minimum, D2-D6 to be filled out as in the image to the right. What a piece of cake, right?

Simply type over and replace these inputs (Figure 1). This automatically changes the entire amortization schedule, including calculating the payment.

Tip: Any change in H9 affects the entire schedule automatically. Also, you may restore the original formula in H9 by clicking a button on the “Set Up” Worksheet.
Step 6 (Optional)
Changing the payment amount
What if both the Lender and Borrower agreed on a “custom payment” amount?

Lenders sometimes make concessions with borrowers. For example, the stated and mathematically correct payment in Loan Scenario 1 is $665.30. A borrower may say “I can only pay $500 per month.” The Lender can then agree or disagree, right?

If the Lender agrees, simply typing $500.00 in H9 would override the automatically calculated payment and use the new $500.00 payment everywhere (change in one place and affect all).

Once you enter in your information, you are ready to administer your loan.

It is that easy.

Step 7
Once set up is complete, start booking payments
Leave the remaining schedule as is and simply change/add payments as you go. Loan Scenario 1 is about the simplest example. It is six identical payments, made timely. All that was required was to open the file (pretend once a month in this example) and simply type a date in Column D, starting with cell D14, and saving it.
Everything else was automatically calculated!
Note how the Due Date (column C starting C14) and the Paid On: (column D starting D14) line up. Payments were made plus /minus a few days like clockwork. Very simple and 60 seconds of work a month.

Note Colum A (editable starting A14) and Colum B (actual hard coded payment number starting B14) line up perfectly with identical numbers. This is a result of payments made on time and for the full amount or greater. It is a perfect score; however, this may change when payments are late or short. Further examples should demonstrate Column A’s numbers/significance.

Loan Scenario 1
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Tip: Keep in mind you may edit any white “input cell” (they are not protected) anytime
 In this simple example, the only cells changed were D14-D19. Six dates entered and that’s all. However, it is necessary to allow a user to enter/change certain input cells throughout the life of the loan. There are lots of variables that can and do unfold. Loan administrations is “dynamic.”
For example, what if one of the payments was not exactly $665.30 as automatically calculated? You would simply enter the correct amount replacing the underlying formula. You will see this in future examples.
Now let’s look at a more complex loan using the exact same set up data. Several more examples will quickly explain some critical steps to successful loan administration.

Loan Scenario 2
Assumption: Second payment is both late and short.

The only cells edited were D14-D16 and the Payment Made of $400 (red arrow on right). Four cells edited total. Everything else is automatically calculated and mostly self explanatory. Then there is Column A (red arrow on left).
Loan Scenario 2
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Column A
Column A is designed to work with Late Fees. It is just a “guess” if a payment is late or not. If late, it helps produce a Late Fee data/amount in Columns P and Q.

NOTE: All Late Fee input cells may be typed over or even deleted. For example, some users do not have Late Fees in their loan agreement and can either ignore/store the data for reference only or delete all the formulas completely.

Notice the pattern in A14-A16. Let’s step through the payments.
· Payment 1 was made one day early. No problem.

· Payment 2 was both late and short.

· Payment 3 was on time and full.

Think of Column A as answering this question: “What payment is this really?”
In our first Loan Scenario, the numbers all matched perfectly (Figure 2 right and note it is copied from Loan Scenario 1). Because all payments were made timely and full, Column A is saying: “Payment 1 is truly Payment 1, Payment 2 is truly Payment 2 etc all the way through Payment #6.
Looking at Loan Scenario 2 (left red arrow above), we see a different pattern. Since Payment 1 is truly Payment 1, A14 says 1. What about Payment 2? A15 is blank.
Payment 2 (row 15) was short and late. Regardless of late, it is not a “full” payment; therefore, the software does not count it as the bona fide second payment. It counts the next payment, Payment 3 (row 16), as the bona fide second payment.
It is saying “Payment # 3 is really Payment # 2.”
Loan Scenario 3
Assumption: Build on the previous scenario.
Changes made:

1) Payment 2 is completely skipped (not just short, row 15).
2) A fourth payment was made (row 17).
Once again, we see Column A illustrating a cascading affect causing multiple future payments to be considered late by the software. A payment of $0.00 for Payment #2 (row 15) makes it very clear why Payment # 3 (row 16) is really Payment 2 (shown in A16).
It surely was the “second” payment made by the borrower (fact).
The software is enforcing a simple concept – if a borrower skips the February payment (row 15 in this example) and then pays again one month later on March 1 – the payment on March 1 is really the February 1 payment a month late.
Tip: In the banking/lending world, this exact simple example would most likely cause a cascading affect, and unless corrected by an additional payment, could trigger late fees on many future payments. This example is major insight into how these fees are calculated by banks.

Tip: Examine your loan payoff history. Look for Late Fees. Understand why they were charged and take action to prevent future charges because of “one” past event/missed payment.
Loan Scenario 3
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Now let’s show an example of how to catch up Column A. Just because a borrower skipped one payment, there has got to be a way for that person to catch up, right? We need a way to stop future payments from being considered late, and there is way.
Loan Scenario 4
Assumption: Build on the previous scenario.
Changes made:

1) Make an Unscheduled OR Partial Payment to Principal + Interest (P + I, row 18).
2) Make another payment on 05/03/2009 (row 19).

Tip: When more than one “payment event” occurs in a payment period (a month), making an Unscheduled payment is how you account for it. It inserts a row and populates the information.
Note row 18. The borrower paid (we are pretending this is real) an extra payment of $900. Clicking the “Make an Unscheduled OR Partial Payment to Principal + Interest” button makes this row insertion easy (only way possible to insert row).
Note row 19. Another full payment was made on 05/03/2009. Now look a Column A, row 19. We see 5 and 5 for #. They match again. The software is now saying “Payment 5 really is Payment 5” because it is. The extra payment made up for the skipped one.
Tip: This feature is not perfect but it serves as a valuable tool for many Users. It is also a wonderful “real world” example of how a lender can hit an uninformed/unprepared borrower up with Late Fees. Their argument would be infallible based on the logic/programming/math illustrated in the last three scenarios.
Loan Scenario 4
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The remaining features are intuitive and straightforward. However, let’s build on our current Loan Scenario a bit more and along the way, demo some features.
Loan Scenario 5
Assumption: Build on the previous scenario.
Changes made: 
1) Make an Unscheduled Additional Payment to Principal Only (row 20).
Tip: Knowing when to make an “Unscheduled OR Partial Payment to Principal + Interest” or “Make an Unscheduled Additional Payment to Principal Only” is important, yet easy to understand.
General Rule: Additional payments to “Principal Only” are rare. A payment to “Principal + Interest” is the most common method and accounts for any Interest due/in arrears immediately. “Principal Only” payments defer, or hold the interest off to the side, until a future payment is made and then applies it.

Loan Scenario 5
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As you can see in row 20, a $300 payment was made to “Principal Only” and 0.00 Interest was charged to the loan and the balance was reduced by $300.
Principal Only
A good way to think of the “Principal Only” additional payment feature is if a borrower is 100% caught up, and then pays money and clearly asks the lender to “please apply this to Principal only.” In this scenario, the software and the report will reflect this special request/event.

Other than a situation like the above, simply use the “Make an Unscheduled OR Partial Payment to Principal + Interest” button as illustrated in row 18. Let the software account for and apply any Interest due and THEN apply any remaining money to the reduction of the Loan Balance.
Loan Scenario 6
Assumption: Build on the previous scenario.
Changes made: 
1) Make a $700 scheduled payment (row 21).

Loan Scenario 6
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Note Column A and Column B (row 21) are aligned and all Unpaid Accrued Interest is paid now (0.00 right red arrow).
Note every single payment occurrence, or “event,” (in the Paid On: Column) is in chronological order. Each payment date is later than the previous.
Loan Scenario 7
Assumption: Build on the previous scenario.
Changes made:

1) Add several more payments for demo purposes (rows 22-27).

Loan Scenario 7
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Note row 23. Payment # 8 of $500 is not a full payment. Colum A reflects this.

Note row 26. Pretend the borrower paid an extra $200 to make up for Payment 8 “to get caught up.”

Note row 27. Borrower makes a full payment BUT Column A and B numbers do not match (10 and 11). They should right? The borrower made up for it, right? Yes, but here is the trick.

Column A is a complicated “guess” to program. They can only handle so much.

In this example, “manually override” cell A27 and put an “11” there. As loan administrator, you know the borrower is caught up and need to help the software out a bit. The formulas will then once again automatically adjust. A27 is the only cell needing changing.

The result should look like this:
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Loan Scenario 8
Assumption: Build on the previous scenario.
Changes made:

1) Add two more payments for demo purposes (rows 28-29).

Loan Scenario 8
[image: image10.png]Period Unpaid
Payment  Payment Interest Perid  Accrued
1 # Ouebate paidon: Made  Applied Actually Paid _Principal _Loan Balance Days nterest _ierest
12
13 201108 (dust it needed) $100,000.00
4] 11 owwws  1mwes  essa  essa0 57534 s9% 981004 W 5753 000
15 2 onws  os 000 000 000 000 segm0s 32 61315 613ds
16| 23 ow0w0s  owow0s  es530 68530 66530 000 991004 28 S350 48435
17| 34 040U0S  o40w0s  ess30 68530 66530 000 segi00s 31 3399 41304
18| 4P+l 041003 041003 90000 90000 sesde 34t 95553 9 17245 000
19) 55 0s0U0S 00303 ess30 68530 43931 259 sewwse 2 433 000
20| Panc 0SMSwS  0SMSMS 30000 30000 000 30000 sa0ess 12 22869 22869
21 66 osmS  0s0SWS 70000 70000 2768 732 wer2 21 WKL 00
22| 77 omwe  oroawe 67000 67000 55059 1941 wETTs1 29 S05 000
23| 8 osmwe oS0 50000 50000 50000 000 ssaTIE 28 50% 30
24 83 o30S o0s0swe 70000 70000 69468 53 sea24e 3% 7 000
910 100103 10oans 67000 67000 54989 2011 %7523 29 5989 000
26\ P-l f0n4me 101403 20000 20000 189.39 1081 %74175 10 18939 000
27 Wit tuowws 1o ees30 66530 34088 32444 SBT3 18 M08 000
25| M2 1209 1030s  essa  essan 60398 6131 %3800 2 60389 000
29 1313 ouowo[_omozigl 70000 70000 56475 1525 ®824075 3 8475 000
300 14 o010 8530 68530 2006 2124 315951 0 000 000




Pretty easy right?
Note row 28 and 29, Column A and B are back in alignment.

Notice all the detail regarding the loan. The next step is to get all this loan information into a format that is easy to read and print. This is what the “Print Report” button is for.

Printing a report
Now, let’s Print a Report including a payoff. Simply clicking the “Print Report” button creates this on the “Print Report” Worksheet:
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As you can see, a detailed report is produced. You can print the entire width of the report using 8.5x14 legal sized paper in Landscape mode.
In this example, the payoff, on 1/10/2010, was $98,391.47. Everything is accounted for and displayed in detail for scrutiny. You did a good job!

Tip: See the file “Print Report Sample.xls” for a live/real example of this report in Excel. The report is much easier to read than this image and is full sized.
Summarizing
Please read the “Loan Administration Software Instructions.doc” document.
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