Creating Financial Progress Reports in
CounselorMax®

Overview

CounselorMax® now has the ability to track a client’s financial status changes. The following will be an
explanation of data fields available to you by using the Customized Reporting tool. You will also find an
Example Template that you might use to create a Customized Report to examine the efficacy of your

counseling program.

Let’s Begin

First we navigate to the Reporting tab like we begin with any customized report. Select the All Fields as
the Source of Your Report.

Calendar Outreach Intake Education Counseling Loan Resources Reporting

¢ Global Mode (YN

Custom Reports [

Select the Source of Your Report

All Fields —fem——

1 NeighborWorks® Compliance
NFMC
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You get the notice that you are pulling data from the most comprehensive source and to be sure to use

filters when using this large amount of data.

Global Mode

Custom Reports

(%)

Select the Source of Your Report

All Fields
MeighborWorks® Compliance
NFMC

This is the most comprehensive source. It
includes demographics, closing and loan
data, events, and case details.
IMPORTANT: This source is huge. Please
filter one or more fields.

[ saved Reports

Pagez



As you open this Source, the data field selection boxes will appear and you are now ready to make a

selection from the categories listed. NOTICE that the information for the Financial Progress sections is

at the bottom of the screen.

Custom Reports

Please Select the Fields You To Show in Your Report
{Mote: Select Them in the Order You Want Them to Appear)

[ Clients

|:| Cases

[ pemographics

[ Co-Applicants

| Co-Applicants - Edu
[] Education

[[] Education Series

| Logs - Events - Classes
D Logs

[ Time Spent - Clients
ElTime Spent - Staff
[l Workplans

[ Credit

[] Clesing Loans/Programs
| Closings

] Subject Properties
[ Assets

[ Liabilities

[ Dependents

O Employment

[] Gther Income

] Budgets

[] Current Residences
[C] cop Diversion

|:| eHLF Usage

[| Financial Goals

[ Financial Snapshots

[ Submit Query ]

m

m

4

The two sections to report the data you entered into the Financial Progress Profile are Financial Goals
and Financial Snapshots. The data fields available in these two categories vary.
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In the Financial Goals section the following data fields are available:

Please Select the Fields You To Show in Your Report

{Note: Select Them in the Order 2

Clients

Cases
Cremographics
Co-Applicants
Co-Spplicants - Edu
Education

Education Series
Logs - Events - Classes
Logs

[ Time Spent - Clients
[ Time Spent - Staff
Workplans

Credit

Closing Loans/Programs
Closings

Subject Properties
Aszets

Liabilities
Crependents
Employment

COther Income
Budgets

Current Residences
COoOP Diversion

eHLF U=sage

Financial Goals ﬁ

Total Debt Gosl -
Ca=e Financizl Gosls Date Crested

Credit Score Goal

Savings Goal

Gross Monthly Income Goal

Met Monthly Income Goal
Current Monthly Debt Obligation 1
Total Debt Goal

Case Financial Goals Date Crea
Total Assets Goal

Met Worth Goal

Title: All Fields

@ Portrait ) Landscape

| Column | Label | Sort |Group Filter Tabulate
|Credit Score Goal ‘C,Bd-rt_gm,eﬁw ‘ - | | ‘ -
|Savings Goal ‘53\,."-.955@ ‘ - | | ‘ -
|Gr055 Monthly Income Goal ‘Gm Manthiy Income Gasl ‘ - | | ‘ -
|Net Monthly Income Goal ‘ Met Manthiy Inoome Goal ‘ - | | ‘ -
|Currer1t Monthly Debt Obligation Goal ‘Currem Manthiy Debt Obfigation Gt ‘ - | | ‘ -
|Tuta| Debt Goal ‘ - | | ‘ -
|Case Financial Goals Date Created Click this to see ‘ hd | | ‘ n/a
|

|Tcrta| Azeets Goal the REDOI’T but not
make changes to

|Net Worth Geal

Display Totals/Sub Totals

Click to Export
layout.

_ ’: out of

Counseloriax

into Excel. rt

[ Show Report l [ Export To Excel l

Back to Custom Report Start Page
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In the Financial Snapshot section the following data fields are available:

Please Select the Fields You To Show in Your Ilep-ort
{(Mole: Selecl Them in Lhe Order To f =

[ clients

Cases

CDremographics

Co-aApplicants

Co-fApplicants - Edu

Education

Education Series

Logs - Ewvents - Classes

Logs

[ Time Spent - Clients

[ Time Spent - Staff

wWorkplans

Credit

Clo=ing Loans/Programs

Closings

Subject Properties

Assets

Liabilities

Crependents

Emplowvment

Cther Income

Budgets

Current Residences

COP Diversion

eHLPF Usage

Financial Goals

Financial Snapshots

Credit Score Snapshot
Savings Snapshot
Gross Monthly Income Snapshot
MNet Monthly Income Snapshot
Current Monthly Debt Obligation !
Total Debt Snapshot

Case Financial Snapshots Date
Total Assets Snapshot

Met Waorth Snapshot

Title: |Financial Snapshot
@ Portrait U) Landscape

‘Credit Score Snapshot |C,Bd-,t5m,e5mp5hm ‘ - | | | -
‘Savings Snapshot |3avirgs$mpsrm ‘ - | | | -
‘Gross Monthly Income Snapshot |Gnoss Monthiy Incame Snapshet ‘ - | | | -
‘Net Monthly Income Snapshot | Net Manthiy Inoome Snapshot ‘ - | | | -
Current Monthly Debt Obligation Current Monthiy Debt Obiigation Sn - I
Snapshot

‘Tutal Debt Snapshot |-|-ma] Dbt Sracshot ‘ - | | | -
‘Case Financial Snapshots Date Created f Click this to see ‘

‘Tutal Azsets Snapshot the REDO”: but not Clickto EXEIOI'T
make changes to out of
‘Net Worth Snapshot |a¥0ut. Counseloriax
| into Excel.
Display Totals/Sub Totals Lisave s neport

Show Report q [ Export To Excel ]
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After you have made your selections from either Financial Goals or Financial Snapshots or both, you can
then submit the query as usual and you have the ability to group certain fields as well as filter down the
reports to narrow the focus of your reports. The filtering option gives you the most flexibility to target
specific items depending on your audience and you also have the ability to exclude items that you don’t
want to appear on your reports.

@ Portrait ) Landscape

| Column | Label

Credit Credit Score Goal i y y

Score -
Goal !’

Savings | sayings Goal | F

Goal e O T

Gross Giro=s Maonthly Income Gozl -

Monthly —
Income T

Goal

:Et i Net Manthy Inceme Gaal - e
onthly

Income hd Mn:nre hd
Goal

Current | = rent Monthiy Debt Obiigation Gt -
Manthly B

Debt -
Obligation o
Goal

Total | fotsiDetiGom - Remember that fields can
Cae s . be grouped together and
e filtered to better narrow

Goals

Date your search.
Created

Total Total Asssts Goal -
Azzefs

Goal

Net Worth | yeswiorth Goal v
Goal

Display Totals/Sub Totals Save this Report

Show Report ] [ Export To Excel ]
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After you have completed the groupings and filters have been put in place for your data, it is a best
practice that you save this report. Saving your reports allows you to run this report on multiple
instances without having to recreate the report each time it’s run.

Custom Reports

-
Title:- |Exarnp|e Template I
@ Portrait ) Landscape
| Column | Label | Sort |Gmup |I1ber |Ta|nlate
ast Name [errome — @@ | v
|Fir5t MName | First Mame ‘ - | | | & | n/a
|Date Client Created | Diste Client Crasted ‘ - | & | ] | na
|5EWiEE Type | Sarvice Type ‘ i | | D | n/a
|CDL|n5EI|:|r |Cnumebr ‘ - | ||:| | n/a
|Creu:|it Score Snapshot |Credit3mre$r‘ﬂpr5ho‘t ‘ - | F | [ | -
|Savings Snapshot |33'.'ir'g55r'taprslmt ‘ - | | | & | -
|Gr|:|55 Manthly Income Snapshot |Gmss Monthly Income Snapshot ‘ - | & | ] | - -
|Net Manthly Income Snapshot | Mt Manthiy Income Snapshot ‘ - | & | [ | -
Current Monthly Debt Obligation Current Monthty Disbt Obiigation Sn | @ [ -
Snapshot
|T|:|tal Deht Snapzshot |Tma| Dbt Snapshot ‘ - | | | &
|T|:|ta| As=ets Snapshot | Totsl Az=sts Snapshat ‘ - | & | [ o
|Net Worth Snapshot | Nt Weorth Snapshat ‘ - | [ | [ -
. o i
Display Totals/Sub Totals ] save this
Report
Enter Short Description of This Report (Max 500 Chars)
Template to show the status of all clients that counselors hawve -
saved Financial Progress Snapshots for. ‘
. [ Show Report ] [ Export To Excel ] il

Be sure to click on the Save this Report checkbox and then enter a Short Description of This Report into
the box provided so that the next person who pulls the report can ensure that they are pulling the
correct one. NOTE that the report is not saved until you click either the Show Report button or the
Export to Excel button.
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Once your report has been saved and run, you will be able to find it in the Saved Reports section of the
Customized Reporting for your future use.

LUSTOM Heports ¥

Select the Source of Your Report

ields
e rks® Compliance

C Saved Report_-'.j')

-~
‘——" & Example Template [ ]
2 Example Template [ ]

An Example of a Report for you to use:

This report will show the client’s you are working with and their Financial Profile

Custom Reports

Please Select the Fields You To Show in Your Report
{Mote: Select Them in the Order You Want Them to Appear)

[l clients Last Mame

[F cases First Mame

Bl bemographics Date_CllentCreated
Service Type

[[] co-applicants Counselor

0 Co-Applicants - Edu

[] Education

[] Education Series

] Logs - Events - Classes
DLDQS

[ Time Spent - Clients

[ Time Spent - Staff
DWDrkaans

O] credit

DCIDsing Loans/Frograms
DCIDsings

[[] subject Properties

[C] Assets

[C] Liabilities
DDEpendents

Credit Score Snapshot

Savings Snapshot

Gross Monthly Income Snapshot
Met Monthly Income Snapshot
Current Monthly Debt Obligation !
Total Debt Snapshot

Total Assets Snapshot

Met Worth Snapshot

Pulled from Clients,
Cases and Financial
Snapshots categories.
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Here save the report by giving it a new Title and begin to filter and group your data.

Custom Reports

-~
Title:- |Exarnp|e Template T
@ Portrait () Landscape
| Column | Label | Sort |Group [Filter Tabulate
|Last MName | Last Name ‘ - | | | n/a
|Fir5'E Name | First Name ‘ M | | | n/a
|Date Client Created | Diste Cliant Crazted ‘ - | | | n/a
|SEF\FiI:E Type | Sarvice Type ‘ - | | | nfa
|C0unselu:ur |'::,‘:||".EAE|‘:Ir ‘ - | | | n/a
|CrE|:|it Score Snapshot |CreditSoc-reSr'ﬂpr5hm ‘ - | | | -
|Savings Snapshot |33'.'ir'g55r'taprslmt ‘ - | | | -
|Grcnss Manthly Income Snapshot |Gmss Monthiy Incoms Snapshat ‘ - | | | - -
|Net Monthly Income Snapshot | Mt Manthiy Income Snapshot ‘ - | | | -
Current Monthly Debt Obligation Current Manthty Dbt Obiigation Sn - .
Snapzhot
|T|:|tal Debt Snapshot |T,m| Dbt Snapshat ‘ - | | | #
|T|:|ta| Assets Snapshot | Totsl Asssts Snapshat ‘ - | | | ’,
|Net Worth Snapshot | Net Worth Snapshat ‘ - | | | ‘ -
. W
Display Totals/Sub Totals W] save this
Report
Enter Short Description of This Report (Max 500 Chars)
Template to show the status of all clients that counselors hawve -
saved Financial Progress Snapshots for. .
(r [ Show Report ] Export To Excel ] i

The data selected here will show the clients based on filters selected. The data can be presented in one
of two ways or both depending on your audience and any additional requirements for your agency.
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Example of selected filtered data using the Show Report button:

Last Name

Pederson
Peguero
Quarterly3902
Quarterly9902

81512012

First Name

Karen
Elizabeth
EducationOnly
Test

Quarterly3902Test EduNoClasses
Quarterly3902Test Feb62012

Rental

Rev. 10.5
Rev. 10.5
Rev. 10.5
Rev. 10.5
Rev. 10.5
Rev. 10.5
Rev. 10.5
Rev. 8.13

Test
FP_NewCase
FP_NewCase
FP_NewCase
FP_NewCase
FP_NewCase
FP_NewCase
FP_NewCase
NW_Homebuyer

Example Template

6/30/2012 Education —
6/30/2012 Education —
6/30/2012 Education —
6/30/2012 Education —
10/25/2009 Education —

625 = $3,344.00 $3.344 00 —
625 $2.00 $3,344.00 $3,344.00 —
625 $2.00 $3,344.00 $3.344.00 $100.00
900 $3.00 $3,344.00 $3,344.00 $100.00

Example of selected filtered data using the Export to Excel button:

Home Insert Page Layout Farmulas

& Cut

Data Review View

= §$1.111.00 $1.111.00
- $11,113.00 $11,113.00
$1.000.00 $11,113.00 $10,113.00
$1,000.00 $11,114.00 $10,114.00

Date Credit E ﬁu":lrllt Total  Total
. redi . on [} [}
Client S‘T"‘”‘"’ Counselor Score Sf'a‘""ﬂst 'I""’"“"Y 'I""’"“"Y Dehty Debt  Assets ';"‘w‘:"'t
Created ype Snapshot napsho Snoome necome Obligation Snapshot Snapshot napsho
napshot Snapshot Snapshot
psl
10/29/2003 Education — — — — — - - — —
9/7/2004  Education — — — — — — — —_— —_—
1M1/2011  Education — — — — = - - . .
2172012 Education — — — — — — — — —
2/6/2012  Education — — — — = - - - .
2/6/2012  Education — - - — — — — — —
4/14/2010 Education — — —_ . — — . N B
6/30/2012 Education — — — — — — — $0.00 50.00
6/30/2012 Education — 600 $3.00 $3,344.00 $3,344.00 $1,225.00 $53,211.00 $11,114.00 $7,903.00
6/30/2012 Education — 625 — — — $111.00  $111.00

_ T, 1

@ - = x

e Calibri u -Aa)|[E =] [Ewestes = LE__\ j::lmum ::,‘ @a
" ranaaer (B8 S B[S S TEE oo [8 0 o[l oo e et o oot g, e e
Clipboard ) Font Alignment Number Styles Cells Editing
G20 (0 X v £
B C D E F G H I J
Last Name First Name Date Client Create Service Type Counselor Credit Score Snapsh Savings Snapshot Gross Monthly Income - Net Monthly Inco

1 E E ‘E ¥p E E P E & P E Snapshot E Snapshot
2 Pederson Karen 10/29/2003 12:15 Education i
3 |Peguero Elizabeth 09/07/2004 16:43 Education i
4 |Quarterly9302 EducationOnly 01/01/2011 Education i
5 |Quarterly9302 Test 02/01/2012 11:41 Education prrined
6 |Quarterly9902Test EduNoClasses 02/06/2012 11:47 Education I
7 |Quarterly9902Test Feb62012 02/06/2012 10:15 Education I
& |Rental Test 04/14/2010 13:22 Education i
9 Rev.10.5 FP_NewCase 06/30/2012 17:15 Education i
10 |Rev. 10.5 FP_NewCase 06/30/2012 17:15 Education e 600 3 3344
11 |Rev. 10.5 FP_NewCase 06/30/2012 17:15 Education e 625
12 |Rev. 10.5 FP_NewCase 06/30/2012 17:15 Education e 625 3344
13 |Rev. 10.5 FP_NewCase 06/30/2012 17:15 Education e 625 2 3344
14 |Rev. 10.5 FP_NewCase 06/30/2012 17:15 Education e 625 2 3344
15 |Rev. 10.5 FP_NewCase 06/30/2012 17:15 Education e 900 3 3344
16 Rev.8.13 NW_Homebuyer 10/25/2009 9:44 Education i
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