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John Watton

Introduction
SuperCool is an Excel based program designed to receive and report on the financial activity of an organization. It offers methods of managing finances that function somewhere between paper-based manual bookkeeping systems and the more powerful off-the-shelf computer-based software systems. It is straightforward to learn and use SuperCool. There is a super cool red light/green light indicator cell near the upper left hand corner on all the monthly input sheets. This shows users when input entries are in balance or out of balance.  Most cells and formulas of the core sheets are locked so that a novice user cannot easily bump the program by inadvertently affecting a cell with a formula in it. If a sheet is out of balance there is an added troubleshooting column in each monthly sheet. This can assist a user or adminstrator to pinpoint the entry row that is out of balance. Almost all of the pre-formatted reports generate automatically; once a user is trained to obtain and maintain quality supporting documents, and to input them carefully, the reports fill automatically by SuperCool in real time. On most printers the reports display nicely - usually onto one or two pages. 
This program was created to help managers to manage. In order to be effective stewards of what we have been entrusted with, it is imperative that we are able to clearly understand our financial position and to understand the ebbs and flows that impact that financial position. Accounting software that offers clarity, transparency, troubleshooting and flexibility will become a valuable tool for the leaders and managers of an organization as they pursue the overarching purposes of the organization.
Getting started:

 
When opening the file be sure to choose “Enable Macros” when prompted. [image: image1.png]This workbook contains
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Overview: 
This file consists of  a collection of sheets. You will see the named sheets along the bottom of your screen.
a) Firstly there is a Settings sheet: [image: image2.png]| Settings (5 |



. This sheet is the first stop when creating a working file. This is the location where the fiscal year, account names, currency etc. can be set.
b) Then, there are twelve monthly input sheets: [image: image3.png]0a@ | Novi / Dec@ ]



 . These form the heart of the system. Each of these twelve sheets contains its own respective monthly report: [image: image4.png]JAN 2019 MONTHLY REPORT
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c) The next three sheets are provided to help with reports. They each display annual information summaries in a format that greatly assists the management processes: [image: image5.png]Annual Inc Exp(E) JAnnual Desfs] | Annual-YTD Rpt(E)




d) Finally, there are four ‘extract’ sheets …these can help a user to quickly filter information from the monthly sheets. They are excellent to use when searching for specific entries or classe of entries. In a rudimentary way these can also help a user to build some simple custom reports: 
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,
To begin, Open the File, then Save As to create a copy of the master. Name the copy appropriately (such as Western Highlands District or Sumatra District). After naming your file, click on the Settings sheet to open it [image: image7.png]| Settings (5 |



. 
Cells within the Settings sheet that are highlighted ‘yellow’ are the ones that are unlocked on this sheet. They can be changed by the user. The other cells are locked and can only be adjusted when the cell is unlocked by the administrator. 
Type in your desired entity name. [image: image8.png]District Name



 ,  fiscal year information [image: image9.png]01/01/2018 - 3111212019



, and currency [image: image10.png]


. 

You might have to adjust the monthly titles for the input sheets depending upon the fiscal year that you follow.
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This system does not handle more than one fiscal year of financial activity. Twelve months of inputted data results in a file that is about 2mb – 2.5mb in size. This size is quite emailable in most areas of the world. When this set of books is complete at the end of the fiscal year, simply start a complete new file for a new fiscal year by transfering the key closing balances of cash, bank and designated funds.
Note: *It is necessary to input the month/year with a single quote mark ahead of the text …like this:   [image: image12.png]



Without the little quote mark, the cell auto-sets the month and year so to make the program work correctly, do not forget to input the single quote mark ahead of the text. After you input the single quote mark plus some text, the cell won’t display the single quote mark; it is invisibly there and it is working properly behind the scenes. 

The phrasing in the the following cells on the Settings sheet should be altered to reflect the name of the bank and the name of the  currency. 
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. 
The following cells should not be changed unless you are doing a wholesale change of all cells to a local language.
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It is on this Settings sheet that you also establish the organization’s Chart of Accounts. There is capacity for ten different income sources. Income is understood to be money that the organization can freely use to run their operation (as opposed to inbound Designated Funds which cannot freely be used except for the intended purpose of those particular funds). 

[image: image15.png]TNCOME CATEGORIES





The way this program works, it is best not to change the title of an income category once it is established at the start of the year, and particularly not after it has begun to be used in the course of the year. Unlike off-the-shelf accounting software like QuickBooks Pro or Simply Accounting, changing the category name in the middle of the fiscal year will cause SuperCool books to go out of balance. Essentially things go awry because of the way this Excel program associates financial activities with the chosen account name. Therefore, choose account names at the start of the fiscal year and do not adjust the names them during the year. If after a year’s time you would like to make changes to existing account titles, do so at the commencement of next year’s finance books. If not all ten Income accounts are used at the start of the year, this is not a problem. Unused accounts means that you can simply to create a new income account later on in the middle of the year as long as there are no more than 10 Income accounts in total in use. 
Alongside the income categories, there are columns of months for Budgets for your chosen accounts. [image: image16.png]Budget | Budget | Budget
G2y Febaie  Marznie




.  Users do not have to use this budgetting feature if budgeting is not the regular practice of the District.
There is capacity in this SuperCool for forty five expense categories. Other versions of SuperCool can be crafted should there be need to expand the number of expense categories. [image: image17.png]EXPENSE CATEGORIES




 The same guidance applies here: choose account names and stick with the ones you’ve chosen throughout the fiscal year. Do not change the account name mid-year. If you do not use all forty five accounts at the start of the year, you have the remaining capacity to add new accounts at any time if the need arises during the year. 
Alongside the expense categories are the associated budget columns. [image: image18.png]Budget | Budget | Budget
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.
Next, choose Designated Fund account titles. There is capacity for fifteen different funds. After typing in the names of the accounts, also input any associated balances carried forward from the previous fiscal year for each Designated fund account. The same rule applies; once you choose your account names do not adjust their names for the year. 
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Example: Jesus Film funds arrive from the Field and they are sometimes specified by the team they are designated for. So if the district has a number of Jesus Film teams, separate Designated Funds Categories can be created for each JF team. For example: JF#1, JF#2, etc. 

Sometimes, organizations that send in designated funds also require that specific breakdowns be tracked. For example JF#1:Transportation JF#1:Equipment Repair JF#1:Honorariums etc. In order to be able to ‘filter’ information for a simple customizable reporting feature in this SuperCool, all that is required is to create designated fund “Sub-Categories”. 

[image: image20.png]DESIGNATED FUND SUB-CATEGORIES




  
The same rule applies here; choose account names and stick with them for the year. Do not change their titles mid-year. Sub-Categories are only used as report filters to assist the extraction of customized reports on the EXTRACT sheets. It very easy to expand the capacity of SuperCool beyond the forty Sub-Category accounts displayed in this file. So, if many designated fund sub-categories are needed, more can be added by the administrator without a major renovation to the SuperCool file. 
Below the designated fund sub-category section on the Settings Sheet is an area dedicated to how the Monthly Report in the input sheets is titled. Phrasing can be adjusted here. This is can be done in the cells that are yellow. 
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In moving back to the top of the Settings sheet and then over to the right at the “S” column there is a chart displayed there “For Information Purposes Only”. Embedded in the SuperCool file are a number of macros that help to accomplish all the hidden work for the customizable reporting features. 
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There are just a few more steps to get a user ready to utilize this system. The opening bank statement balances are inputted from the actual bank statement balance at the close of the previous fiscal year. If one is starting this new set of books part-way through a current fiscal year, these same cells are utilized to input the starting balances at the bank, cash and any un-cleared checks. Enter the bank balance in the yellow cell provided.
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Enter the closing cash-on-hand balance in a similar manner.

[image: image24.png][ Cash Balance Carried Forward from Last Year




Then, input any checks that have not yet cleared.
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There are places for ten outstanding checks from each bank. If there are more outstanding checks than this when this set of books is commenced, it is a simple practice to combine the amounts into a total and maintain a separate listing on a new sheet in this same Excel file. This completes the initial orientation to the Settings Sheet. 
Twelve monthly sheets comprise the heart of SuperCool2. Click on the Jan. tab at the bottom of the computer screen and take a look. 
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When the sheet opens, you will see this in the top left hand corner:
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The District Name will reflect whatever name is chosen on the Settings sheet for this set of financial books. The currency and name of the first month of the fiscal year will also be displayed. The SuperCool system derives its name from the little cell that is pictured in green here. Since this is a ‘double entry’ financial system, the entry of most financial activities require firstly an entry that reveals how the activity has affected the balance of the cash or bank funds and secondly an entry that assigns the activity to a descriptive category. The green cell turns red whenever a row is out of balance or whenever the software is anticipating the second entry of the double-entry system. For example, if we enter a purchase on January 1, 2019 for a ream of paper from Ace Supplies in town, the first part of our entry would look like this:
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. 
If cash on-hand was utilized for this transaction, it would be recorded like this:  [image: image29.png]MONEY - CASH ON HAND
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. 
As soon as this first numerical entry of the ‘double entry’ is made, a red light in the top left hand corner replaces the green one to remind the user to complete the second half of the exercise. 
[image: image30.png]



The second entry could look like this:
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Note that the red light has turned back to green. However, the work is not yet done. The row is awaiting the financial amount to be associated with an expense category. If you click on the pink cell to the right of the numerical entry, drop down arrows appear at the right of that cell. 

[image: image32.png]



If you then click on the drop down arrows, the chart of account listing of Expenses displays the full listing of expense accounts that the user has created on the Settings sheet.
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On the monthly sheet, the pink input cell will appear like this – showing these same choices:
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Simply click on the text of the account choice on the dropdown list and the category association will be made. 
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.
This same procedure applies to Income and Designated Fund activity entries. The ‘pink’ feature provides a helpful reminder to the user to always categorize each Income, Expense or Designated Fund entry. Note however, that the pink feature is not 100% stable -going back into an already categorized cell to change it to another category has the effect that the pink reminder light will not come on in that cell the next time the adjacent cell has a number inputted into it. 
Here are a few entries that are a bit different from the normal ones:
A withdrawal of Cash from the Bank - in this case no categorization needs to happen since money was not spent or received, rather it was simply shifted from one location to another: Bank Out…Cash In.
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With a deposit of Cash into the Bank…no categorization needs to happen since money was not spent or received. Rather, it was simply shifted from one location to another. Bank In…Cash Out. 
[image: image37.png]I Jan 2019 MONEY - BAKK. HONEY - CASH ONHAND
Geam | Gk | Gk | Gk | Coshonhana| Coshontand | Cashontand
oescaerion oot | coovs | K | K | K || K| K
- 0 or | 0 o |





What if a single receipt of funds is a combination of different types of funds? Here is an example of how to enter a combination of an Income amount that is mixed with a Designated Fund amount i.e. where the transfer arrives in one combined electronic transfer:
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in  the same row then simply continue over to the right and enter the second amount like this:
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This will balance the row and turn the super cool light to green. 

What about a single electronic transfer for multiple Designated Funds where it is not possible to record all the different entries into the same row? There are different ways to handle this sort of entry. Here is one suggestion: simply record the transaction into more than one row like this example here:
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and then this
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Make sure the identical Date and Description are copied or entered below into the second row that is utilized for this same inbound money. 
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The two or more rows utilized for this transaction will not each be balanced, but together all the entries are balanced. Column “AA” of each Monthly sheet is a very useful ‘troubleshooting’ column. This column helps a user to identify which rows are the culprits in turning on the super cool red light. Here is what is displayed in the Troubleshooting Column when a balanced transaction is entered into two separate rows:

[image: image44.png]


 
The errors in the two rows cancel each other out and the books remain in balance.  The super cool cell in the top left hand corner of the sheet turns green because of these two offsetting amounts in displayed in red in Column U. 
It is not difficult to use SuperCool to record all sorts of different entry types. Here is an example of a District receiving a bank transfer from the Field. This particular transfer involves and inbound District Allocation plus Jesus Film money moving from Field to District, as well as an opposite flow of World Evangelism Fund donations collected from the local churches and moving back from District to Field. These can all be recorded in the same transaction by commencing the entry in this manner:
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then enter this:
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and then this:
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Make sure that Date, Description and Reference information are copied down to whatever rows are utilized to record this one transaction.

The Excel program indicates #VALUE errors when spacebar entries are made into a cell that is expecting numerals.
 [image: image48.png]



For example, if on the Monthly sheet the spacebar is accidentally touched when the cursor is overtop an input cell for numbers, the super cool indicator cell turns a shade of blue. The entry error will not be obvious to the eye since there is no numeral visible. The invisible spacebar entry is the cause of this problem and this will also throw the financial books out of balance. 
Sometimes the cell next to the cell containing the spacebar entry turns pink, like this:
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The troubleshooting column (Column U) helps in identifying the location of the offending row by displaying the word #VALUE in the column. Remember, this happens whenever a non-numerical entry has been made in a cell that is expecting only numbers. 
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To correct the VALUE issue in the affected row, simply move across the number entry cells of this row and hit the Delete key, while in each one, in order to clear out any hidden spacebar entries. 
If the District uses checks to make purchases, here is how the entry would be made:
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If the District uses check numbers, indicate the check # in the Reference # column and then type the word “no” in the row at the Check cleared column. Later, when the check has cleared, return to this sheet and to this cell and delete the word “no”. 
The above information describes most of the normal monthly entries. However, sometimes what is needed is to re-categorize a previous entry from an Expense category to a Designated Fund category…or vice versa. Also, there may be times when a re-categorization is needed from Income to Designated, or vice versa. Here is an example of that. Note that there is no effect on Bank or Cash with a re-categorization, therefore no entries need to be made in the Money-Bank or Money – Cash on Hand cells. Commence in this fashion:
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In the example above, the re-categorization date has been written in as well as a description of the re-categorization. The re-categorization itself is then done in this manner:
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Similar re-categorizations can take place on the revenue side as well. 
Each Monthly Sheet automatically fills in its own Monthly Report. This report is found over to the right of the entry columns. It commences in the X column. The entire report is ‘locked’ except for two yellow filled cells on the bottom right of the report. These two cells are where the user manually enters the month end cash-on-hand balance, and the month end bank statement balance at the close of the month.  

The Monthly Report is set to print out onto one page high by two pages wide. This may need adjustment for each user’s particular printer. There is a convenient Highlight Print Area button located near W1. This can prove useful, however, if the report doesn’t print out correctly, simply set the print area manually for the left page and print it, then manually set the print area for the right page and print it. 

The Monthly Report has been created to show very useful details of what has actually happened in the month. As well, it displays a comparison against budget. It shows a summary of the Designated Fund activity too. The cells at the bottom right of the second page contain very helpful information to guide the organization in its financial management processes.
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 This cell simply displays the Operating Balance at the start of this month. In the case of the first month of the fiscal year, this is the amount carried forward from the previous fiscal year. An Operating Balance is the amount of money available for the general purposes of running the organization; there are no external strings attached to these sorts of funds. 
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This cell displays what the organization currently has to work with in regard to funds that have no strings attached. From a management perspective, it is one of the most important numbers on the report. 
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This cell simply displays the total amount of designated money in the care of the organization. This money can only be utilized for its designated purpose. 

Adding together the Current Operating Balance with Total Designated Funds arrives at the total amount that the organization must account the whereabouts of the funds for: [image: image57.png]Total to Account For]





The yellow cells are the only ‘unlocked’ cells on the Monthly Report. It is expected that at the exact close of every month, all cash-on-hand would be physically counted. The resulting amount is entered here. [image: image58.png]Money as Cash-on-Hand (hand count)





The closing bank statement balance for the bank account is also entered here. If the version of SuperCool has more than one bank account, then the closing bank statement balance from each account is entered. 
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Many banks, even in the developing world, now offer the option to verify balances online. This online feature can make month end verifications much simpler because the end-of-month balances are available immediately at the exact end of each calendar month. 

SuperCool automatically searches for all un-cleared checks from the current month, from any previous months as well as for any un-cleared checks carried forward from the previous year as listed in the Settings sheet from B36 to B45. 
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  This cell fills automatically; there is no need to calculate this manually. 
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This cell shows the combination of Cash-on-Hand plus Bank Statement Balance minus the total of all un-cleared checks. Total Money should equal Total to Account for. Any Difference will automatically be displayed:
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In this SuperCool file, there are three reporting sheets positioned immediately after the twelve monthly sheets. Each offers a different perspective. They have been created to help the user easily see critical financial information at a glance. One of the strengths of SuperCool is the visibility of information vital for the purposes of managing the organizatoin. The first of the three sheets displays the summarized breakdown of Annual Income and Expenses by Month. 
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 . The entire report is locked. It automatically fills as information is inputted into the twelve monthly sheets. An analysis section is found at the bottom of this report where the following comparisons are displayed: a) income to expense and b) budget to actual. This report is set to print in the landscape orientation - one page wide by two pages high.
The next sheet is the Annual Designated Fund Activity sheet showing monthly summarized IN and OUT activity for each designated fund. [image: image64.png]


 To print this report, simply set the Print Area for the IN’s on one landscape page, then print and repeat the process for the OUT’s. 
The third of these three sheets is the Annual and Year To Date report. [image: image65.png]Annual-YTD Rpt (& J



 . This report is very similar to what is generated each month. The cells of this sheet are locked except for the two familiar yellow cells at the bottom right of the report. These two yellow cells are for manually entering the results of a physical cash and the annual closing bank balances displayed on the bank statements. This report is currently set to print in landscape on a single page. The text and numbers will be quite small on the single page. If the text is too small, the page setup may have to be reset to one page wide by two pages high. 
This report fills automatically as data is inputted into the monthly sheets. It serves also as a Year to Date report. In order to identify how far along in the year the data represents, a cell at the top of this sheet automatically displays the following: [image: image66.png][This report reflects 0 month(s) of inputted activity]



 . 
This Annual Report can be presented as part of the District’s annual submission to the District Assembly. 

The Monthly, Annual Inc/Exp, Annual Designated and Annual + YTD reports all display account activity in a ‘summarized’ form. If more detail is needed, there are three sheets in this SuperCool file that offer the user the opportunity to extract non-summarized information for historical financial activity in any of the Income, Expense or Designated Fund accounts. Additionally there is fourth sheet that can extract and display any un-cleared checks but only the months of the current fiscal year. 
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These extract sheets all work in a similar way. The account to be examined is chosen. This is done by selecting the targeted account from the chart of accounts in the drop down list associated with cell A4. Here is an example:
[image: image68.png]Expense Caegry

- I

Office supplies



 [image: image69.png]Expens Caegry

Office supplies




Then, click on the button of the month you desire to extract information from. 
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 The extract macro goes into action and displays any results if the filter choice matches any information in the targeted monthly sheet. 
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If the user desires to print out this information, the desired range is highlighted, set the Print Area and print it….or copy-paste it over to the right on the Extract Report area in columns H through L of the same sheet. 
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In the extract process the first thing that happens is that columns of B to F are cleared out of all previous information in rows 15 and greater. It is possible to use these extract sheets to create reports of information from more than one month by simply copy-pasting the results of each monthly extract over to the report section on the right of the same sheet. For example, in this way, a simple quarterly report of a particular account could be created. 

The Designated Fund Extract sheet offers an additional layer of extract choice: Designated Sub-Categories. This second layer will limit the extract to only those data entries that satisfy both criteria. 
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Final Notes
If is a practice for the Districts of a Field to regularly report their finances to the Field Treasurer, it becomes a simple exercise for the District Treasurer to attach their entire SuperCool file to an email and send it to the Field Treasurer. In this way, all the data inputs and reports are visible and accessible. The super cool red light/green light cell, as well as the troubleshooting columns, can help the Field Treasurer to pinpoint entry errors. 
It is important to remember to choose category names at the start of the fiscal year and stick with them throughout the year. Some Fields ask their Districts to function with a standard chart of accounts.
SuperCool relies upon ‘association’ in order to function. An unassociated Income, Expense or Designated Fund entry will create an unbalanced set of books. A good practice for the District user and the Field Administrator is to regularly perform a visual scan down the rows and columns of each monthly sheet.  It is important to keep a sharp lookout for any unassociated cells. They may appear as pink. Be aware that this pink warning system is not stable, however.  Previous choice changes in this cell may cause the pink warning system to fail, 
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so it is a good idea to visually scan the data entry rows to ensure that all entries in Income, Expense or Designated Fund columns are ‘associated’ with an account…like this one correctly is:
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The overall format of this particular SuperCool file has been set to 10 Income categories, 45 Expense categories, 15 Designated Fund categories and 40 Designated Fund Sub-Categories. To add more categories in any of these areas may require deep modification by the administrator. When 10, 45 & 15 & 40 accounts no longer meet the District’s needs, a request can be made for the creation of a new file with the desired amount of accounts in each category.  
Enjoy!

John Watton

jwatton@apnaz.org

