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Loan Performer Implementation Plan
This document is written to help you and us to introduce Loan Performer in a smooth way in your organization. If you have a small organization, it may be too detailed, if your organization is big, it may not have enough detail. We have done our best to include here the essential items that are required and the items that are in general recommended. Wherever user feed-back is asked, please fill this out and send us back the document. There may be items that we did not include, that you would like us to be aware of, so there is an additional section about this.
1. THE LOAN PERFORMER LICENSE

For the creation of a license, we need the following information: 

Name of Organization: ……………………………………………………

Short Abbreviation: ……………………………………………………….

Contact Person: ……………………………………………………………

Address: …………………………………………………………………...

City: …………………………………. Country: …………………………

Tel: ………….………………………. Fax: ………………………………

Email: ………….………………………………………………………….. 

Loan Performer licenses are issued per database implementation. Please tick one of the following 3 options: 


1.1. ( ) We have only 1 office

( ) We need a single-user version


( ) We need a 5-user version


( ) We need a 12-user version


( ) We need a client-server database (currently only SQL Server)
· In general you need to go for a 5-user license if the number of clients for this database is between 1,000  and 1,500 (unless you are so efficient that you can handle more clients by 1 data-entry person). 


· You need a 12-user version if you are many users in a busy branch and you need concurrent access for more than 5 users. 


· You need a client-server database in case your clientele grows above 12,000 to 15,000 clients and/or in case your security requirements are higher. The advantage of a client-server database is that your data is better protected and does not get corrupted because of power interruptions and because access to the data is much more limited than with Visual Foxpro. However, the requirements are also higher (see below). 
1.2. ( ) We have several branches but our data-entry is only at Head Office and we need only 1 database.
( ) We need a single-user version for Head Office


( ) We need a 5-user version for Head Office


( ) We need a 12-user version for Head Office


( ) We need a client-server database at Head Office

1.3. ( ) Loan Performer should be installed in the branches

Number of branches where Loan Performer is to be installed: …

( ) We also use Head Office as a branch.

Number of branches (Head Office included) that need multi-user access: …

( ) We want a client-server database that connects to the branches. 


( ) We have dedicated lines


( ) We have dial-up connections to the branches

Branch Names: ……………………………………………………………………..




……………………………………………………………………..

2 Character Codes for each branch: ………………………………………………..

2. HARD- and SOFTWARE REQUIREMENTS
The hardware depends on whether you are using a Foxpro database or an SQL Server database. 
If you are using a Foxpro database, you need a Pentium computer equipped with a Windows2000/WindowsNT/XP operating system and minimum 32 MB Ram memory. The minimum screen resolution is 800 by 600 pixels.
For a network you can use Windows Networking, Novell or WindowsNT/2000/2003. 
You also need a backup device (external USB disks, CD-Rom, Zip drives, etc.)

The requirements for an installation with an SQL Server Database are:
- Minimum 1 Gh. Processor speed

- Minimum 40 Gb. Hard Disk

- CDWR for Backing Up

- 256 Mb. RAM minimum

- Modem

- Windows 2000/2003 Server

- SQL Server

For the workstations that log into an SQL Server database, you need:

- Minimum 1 Gh. Processor speed

- Minimum 20 Gb. Hard Disk

- 128 Mb. RAM minimum

- Windows 2000/3 workstation

Note that our company does not provide any hardware or any other software than Loan Performer. Please contact local vendors for additional items needed.

3. TRAINING
There are several options for the training depending on your situation. Make your choice:

( ) Crystal Clear Software offers a 1 week training session in Kampala, Uganda, every first full week of the month. Participants come from different organizations and go through a standard training program at our training centre. This is a cheap option for small organizations in East- and Southern Africa.

( ) On-site training offered by our company.

( ) On-site training offered by external consultants. We have an office in Costa Rica and partners in the following countries: Ghana, Haiti, Nigeria, Papua New Guinea, Senegal, South Africa, Tajikistan. The list may not be up to date, so it is always good to inquire with us if you want to go for this option. Financially you deal with us regarding the license and with the partner regarding the implementation.

The standard training program is attached as an annex to this document. However for on-site training, we can tailor the training to your needs and skip certain modules that you don’t need or have specialized training session for particular user groups.
( ) Database conversion is done before the training and people will be trained on a database that has our information and is fully configured. This option is a bit tricky as database conversion might take more (or less, but in general more) time than anticipated and the database might not be ready when the training starts. In that case people will be trained on a database that is not complete. It also takes more time as now more time is taken for the configuration of the database. 

Management often wants to send as many staff members to the training as possible. Training people that are not going to work with Loan Performer reduces the effectiveness of the training for the others who are going to work with the program. Crystal Clear Software Ltd. recommends to create specialists for the day-to-day work in Loan Performer. This is a better situation than having all credit officers fighting for access in the early morning and late afternoon while during the day nobody works with the program. 

Crystal Clear Software Ltd. sets a maximum of 10 people for the training. This is because otherwise the trainer cannot spend enough time on each participant and the training would become less effective. 
For on-site training, we propose a setup where your staff members are trained on your own computers. Two people can share one computer. The trainer prefers to organize the sitting in such a way that from a central point (s)he can oversee all computer screens. The effectiveness of the training will dramatically increase if the following precautions are taken care of:
· participants know the program and come on time

· participants should be computer literate at the level of MS Office Applications and should be familiar with Windows Explorer. 
· the environment is quiet and there are no disturbances (telephone calls, visits, power interruptions)
· in some countries an air-conditioned environment
· availability of a digital projector
4.  IMPLEMENTATION

To assist with the implementation, we need to know a couple of things beforehand (please tick the appropriate option(s)):


( ) We only have individual clients

( ) We only have groups

( ) We have both individuals and groups as our client

Please tick and add on:

( ) We want to use Loan Performer for shares as well

( ) groups can have shares as well

( ) We want to use Loan Performer for time-deposits

( ) We want to use Loan Performer for savings deposits

(  ) we want to track savings at both group and group member level

( ) We want to use Loan Performer for loans

(  ) we want to track loans at both group and group member level

( ) We want to use Loan Performer for Accounting

How can you prepare a smooth transition to Loan Performer? Please tick:
( ) Our administration is in order. It is audited and all documents are filed correctly. We have no problem finding things.
( ) We want our existing data to be converted to Loan Performer

( ) We will prepare (part of) our data in existing templates required for importation
      (these templates can be downloaded from our website, see the Download page).

( ) We have tested existing loan products in Loan Performer and the repayment schedule matches ours.  If you have not done this, please send us your repayment schedules, so that we can see beforehand whether Loan Performer matches them.
( ) We need assistance from Crystal Clear Software with the configuration of the database and the creation of new procedures to work with Loan Performer. 
Management should be ready for change. Implementing Loan Performer in an organization means that new functions will be created and administrative processes will change. You have to think about :

· Limit the options in the program. Disable all menu items that are not absolutely necessary. If for instance you don’t work with shares or you don’t need business clients, disable these menu items. 

· Who will need access to Loan Performer and which menu items need (not) to be available for these persons? Limit the options of the program to what is essential and has priority. 
· Assign a “Supervisor” or “Administrator” who can configure the program, give other users access rights, is responsible for backups and maintenance, who serves as an internal help desk, etc. 
· Think about the necessary data-entry fields to enter a client in Loan Performer. What are the minimum fields you want? Think about naming conventions, the numbering system, identity cards, etc.

· In general: think about the information that you need to get out of the system. Then think about how you can enter it into the system. Can you use the available options (user-definable options for clients/loans)? Or do you need to re-label Education Level as “Profession” so that you can filter your database on this element?

· Define a numbering system for your geographical areas that tallies with Loan Performer (max. 4 levels whereby each level has a maximum of 99 elements)

· Define client, group member and loan categories to classify clients, members and loans according to predefined classes.

· Define business sectors to classify loans.

· Create loan products that to a large amount are pre-defined, so that the data-entry person only has to enter loan amount, application date and number of installments. This limits data-entry errors.

· Disable the possibility to change the repayment schedule by the loans officer if not needed.
· Define which reports are to be used, when they have to be produced and to whom they have to be submitted. Remove the other reports from the menu items and add them later on, once the reporting schedule works.
Management should realize that initially the workload will increase because 2 administrations will have to be kept, the old administration and the Loan Performer administration.
5. DATABASE CONVERSION 
Crystal Clear Software has prepared file templates (of formats TXT, DBF and XLS) that can be used for importation of existing data into Loan Performer. In general database conversion is only done for an active portfolio. Loans that are fully repaid are not imported into Loan Performer (unless this is just a small bit). Even if data is not available in digital format, you can have data-entry staff fill out Excel spreadsheets to speed-up the data conversion of manual data into Loan Performer. 
Make sure that before importation, the data is verified (do the totals match?) and make a backup of your Loan Performer database with every step of the process. Large amounts of data have to be imported in batches of about 1,000 to 2,000 records. Otherwise your computer may freeze because of memory problems. Test the imported data in Loan Performer and be prepared to throw away the database if you made mistakes. Restore your backup and try again.

6. FINANCIAL DATA AND ACCOUNTING
During the data conversion – whether imported or manual – the accounting part in Loan Performer is not active. That means that these transactions will not be booked. Once the process is completed and verified and found to be correct, the user can activate the booking of financial transactions. This is done by entering the start of the financial year. An opening balance has to be entered for this starting date and for the transactions that have been entered in Loan Performer since this date - which have not been booked - a manual update has to be entered as well. The result of this is that the savings and loan ledger balances should match the Trial Balance. Any differences between debit and credit at the opening balance or the later update will be booked on a temporary suspense account that will have to be cleared up later on. 
7. WHAT WE FORGOT


(Put here your comments:) ………………………………………………………………..

……………………………………………………………………………………………..
……………………………………………………………………………………………..
……………………………………………………………………………………………..
……………………………………………………………………………………………..
……………………………………………………………………………………………..
……………………………………………………………………………………………..

Please return this form to ccs@infocom.co.ug. 

We thank you for your business.
Training Program for Loan Performer Users

	TIME
	EVENT
	DETAILS

	Module 1
	Orientation & Configuration
	Monday Morning

	09:00 – 09:30
	Arrival of participants
	

	09:30 – 09:50
	Orientation Process
	· Presentation and 

· Sharing of users’ experiences

· Benefits

· Problems

· Areas that need  

Improvement

	09:50 – 10:45
	Facilitator gives a general over view of LPF highlighting new innovations and changes
	· Organisation of data-input and reporting (2 full-time staff/branch)

· Installation & Upgrading

· New Versions

· License

· Help

· Backup strategy

· Support (Users Group, Internal/External)

	10:45 – 11:00
	Break
	

	11:00 – 13:00
	General Configuration and Config. of Clients 
	· General Configuration, Register, Regn. Part 2,

· Support Files

· Purge

· Add, Modify and Delete Ind, Grps, Bus. Clients

· Transfer Members

	Module 2
	Clients
	Monday Afternoon

	14:00 – 15:30
	Clients
	· Guarantors

· Importation of Clients and Guarantors

· (De-)Black Listing Clients

	15:30 – 15:45
	Break
	

	15:45 – 17:00
	Support Files & Maintenance
	· Reports

· Backups 

· Re-Indexing

· User Levels

· Tools

	Module 3
	Shares
	Tuesday Morning

	09:00 – 09:30
	Arrival of Participants
	

	09:30 – 10:30
	Shares 
	· Configuration

· Buy & Sell Shares

· Register of Current Share Value 

· Transfer Shares

	10:30 – 10:45
	Break
	

	10:45 – 13:00
	Shares Continued
	· Delete Shares

· Calculation of Dividends

· Reports

	Module 4
	Savings
	Tuesday Afternoon 

	14:00 – 15:30 AM
	Savings
	· Savings Configuration

· Deposits/Withdrawals Individuals/Groups

· Deposits/Withdrawals Group Members

· Cheques 

	15:30 – 15:45 AM
	Break
	

	15:45 – 17:00 PM
	Savings Continued
	· Transfer Deposits

· Charges & Rewards

· Modifications Individuals/Groups

· Modifications Group Members

· Interest Calculation Individuals/Groups

· Interest Calculation Group Members

	Module 5
	Savings & Loans
	Wednesday Morning 

	09:00 – 09:30
	Arrival of Participants
	

	09:30 – 10:30
	Savings Continued
	· Time Deposits

· Savings Importation

· Controls

· Batch totals 

· Reports

	10:30 – 10:45
	Break
	

	10:45 – 13:00
	Loans
	· Configuration Loans

· Configuration Loan Funds 

· Configuration Loan Products

· Loan Application Individuals/Groups

· Loan Application Group Members

	Module 6
	Loans
	Wednesday Afternoon

	14:00 – 15:30
	Loans Continued
	· Loan Modifications

· Approvals

· Commissions

· Disbursements (with/without commission, with/without interest deducted, simulation)

	15:30 – 15:45
	Break
	

	15:45 – 17:00
	Loans Continued
	· Loan Importations

· (Non-) Working Days

· Mail Merge to Word for the creation of contacts

	Module 7
	Loans
	Thursday Morning

	09:00 – 09:30
	Arrival of Participants
	

	09:30 – 10:30
	Loans Cont.
	· Repayments (cash, cheque, savings A/C)

· Repayments Ind/Group vs Repayments Members

	10:30 – 10:45
	Break
	

	
	
	

	10:45 – 13:00
	Loans Continued
	· Errors and Corrections

· Declining Balance and Interest Recalculation

· Penalties

· Repay Arrears from Savings

· Reschedule Loans

· Write-offs

	Module 8
	Loans/Accounting
	Thursday Afternoon

	14:00 – 15:30
	Loans Continued
	· Transfer Portfolio to another credit officer

· Modify Guarantors & Collateral

· User Defined Loan Categories

· Importation of Repayments

· Reports

	15:30 – 15:45
	Break
	

	15:45 – 15:00
	Accounts
	· Group Member Reports 

· Notification Letters

· Configuration Accounts

· Chart of Accounts

	Module 9
	Accounting
	Friday Morning

	9:00 – 9:30
	Arrival of Participants
	

	9:30 – 10:30
	Accounting Continued
	· Automatic Transactions Registration Fees, Savings, Loan Disbursements (cash/cheque/savings)

	10:30 – 10:45
	Break
	

	10:45 – 13:00
	Accounting Continued
	· Automatic Transactions  Loan Repayments (cash/cheque/savings), Penalties, Write Off

· Deletion

	Module 10
	Accounting
	Friday Afternoon

	14:00 – 15:30
	Accounting Continued
	· Calculation of Provision

· Manual Transactions

· Day Closure Report and Controls

	15:30 – 15:45
	Break
	

	15:45 – 17:00
	Accounting Continued/Evaluation
	· Configuration Balance Sheet

· Budgeting

· Year Closure

· Reports

· Evaluation Training


