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Introduction 
   

Thank you for using Insight Planning Software!  Insight Planning Software 
will help you to establish an annual business plan, strategic objectives and 
even help you track your results throughout the year.   

 

Insight Planning Software also provides interactive tools to help you create 
and implement  strategies and tactics to support the achievement of the 
annual objectives. The planning tools will help you to identify the major 
tactics as well as the individuals responsible for leading the projects to a 
successful conclusion. 

 

Insight Planning software is used exclusively at all Strategic Planning 
Sessions facilated by Aho Consulting, Inc.  This software compiles over 10 
years worth of strategic planning and accounting techniques to make it easy 
for you to prepare your Credit Union’s future. 

 
Thank you for purchasing INSIGHT Planning Software! 
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Capabilities 
 

Proper use of this software will allow the user to visualize the future growth of 
the Credit Union in terms of asset, loan and capital growth. Insight Planning 
Software also shows financial trends and comparison to national averages.  

 

Insight Planning Software will help you to establish annual result areas, (i.e. 
Board deliverables), which can be monitored and compared to annual and 
long-term objectives by the Board members.  

 

Insight Planning Software also provides interactive schedules that support 
the development and implementation of strategies and tactics that will 
support the achievement of the annual objectives. The schedules will indicate 
major tactics, as well as the individuals responsible for leading the projects to 
a successful conclusion. 
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New Features for Version 2004B 
 

The 2004B release of Insight Planning Software includes the following new features:   

 

 

Five Year Planning Column Options 
 

The Five Year Planning sheets (including the F-5YR sheet, IN-5YR sheet, H-5YR sheet, and M-5YR sheet) 
now feature a Column Options button.   

 

 
 

From the Column Options menu, you can display or hide Year End or Projection Data columns on the sheet 
by checking the buttons next to each option.   

 

 
 

For example, deselecting the 2007 Projection option will remove (hide) the 2007 Projection Data so that it 
does not display on the sheet. 

 

Doc-To-Help Standard Template Insight Planning Software Version 2004B  •  9 



 

 
 

 
 

After you have selected your column options, you can choose to apply them to one sheet only, to all sheets, 
or to the sheets of your choice by making appropriate selections in the “Apply to Sheets” area. 
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Additional Column Options for the IN Sheet 
 

The Column Options menu now includes three new options for the IN sheet - Display Year, Display Averages, 
and Display Percent to Average Income.  Selecting or deselecting any of these options will display or hide the 
corresponding items on the IN sheet. 

 

 
 

 

Show/Hide Sheet Tab Colors 
 

The new release of Insight features the ability to show or hide the sheet tab colors (at the bottom of each 
worksheet) 

 

 
 

You can use this feature by selecting Options from the Aho menu, and then selecting or deselecting the 
"Show sheet tab colors" option. 
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Changes and Additions to the Growth Chart 
 

In the new release, when the user turns on the 2005 Budget, the Growth Chart will automatically adjust to use 
the current month as the starting point. 

 

Additionally, the Growth Chart now contains a reset button so that the original sheet formulas can be restored 
if necessary. 

 

 
 

 

Changes and Additions to Charts 
 

In the new version of Insight, Average Total Relationships data is now reflected on Chart C4. 
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Additionally, the C10 Charts accessed through the S and L sheets now contain data labels which reflect the 
percentage of growth. 
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Review of New Features for Version 2004A 
 

The 2004A release of Insight Planning Software included many new features.   

 

 

Budget Always Available 
 

The 2004A release of Insight Planning Software included the ability to work on your budget at anytime – no 
more waiting for the B version to be released!  At anytime, click on the Budget button on the D sheet, and 
begin! 

 

 
 

NCUA Data Extract 
 

After you have imported your NCUA call report data into Insight, you can extract the NCUA data from Insight 
into a separate worksheet.  The NCUA data will be placed into named cells that can be used for your credit 
union’s own specialized spreadsheets or programs. 

 

To extract your NCUA information, select Aho from the Toolbar, and then Export. 
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The data will extract into a separate file.  A Windows Explorer window will appear.  Decide where you would 
like to save the extract, and what you would like to call it.  Click on Save. 

 

 
 

When you open the Insight Extract, you will see data from the D sheet, M sheet, H sheet, F sheet, IN sheet, 5 
year projection sheets, and Strategic Objective tracking sheets.   

 

The last sheet in the workbook will be called, “NCUA.”  The data in this sheet is unprotected and editable.  
You can make changes to this information without affecting the data in your Insight workbook.  All cell names 
will remain constant, so there is no need to change formulas in specialized spreadsheets. 

 

 

Column Options 
 

Several sheets (including the M sheet, H sheet, F sheet, and IN sheet) now feature a Column Options button.   

 

 
 

Clicking on this button calls up the Column Options menu.  The Column Options menu includes controls for 
several features.   
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From the Column Options menu, you can display or hide Year End Data columns on the sheet by checking 
the buttons next to the 2000 Year End, 2001 Year End, 2002 Year End or 2003 Year End options.  For 
example, deselecting the 2000 Year End option will remove (hide) the 2000 Year End Data so that it does not 
display on the sheet. 

 

You can also choose to display or hide the current year’s Year to Date actual data on the sheet, the current 
year’s Business Plan, the current year’s Projections, and the next year’s Business Plan. 

 

After you have selected your column options, you can choose to apply them to one sheet only, to all sheets, 
or to the sheets of your choice by making appropriate selections in the “Apply to Sheets” area.  

 

 

Vision 2010 Column 
 

A Vision 2010 column is now included on several sheets, including the M sheet, H sheet, F sheet, and IN 
sheet.  

 

The information in the Vision 2010 column is taken from the Growth chart and other related charts.  

 

The Vision 2010 column can be displayed or hidden by clicking on the Column Options button on the sheet 
you are interested in, and then selecting the 2010 Vision option. 
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Remove Color 
 

You now have the option to remove some of the colored shading from sheets in the program, in order to make 
the sheets easier to print or display.   

 

You can use this option by selecting Aho from the toolbar, and then Options.   
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Deselect “Show Yellow Shading in Sheets” and select OK.   

 

The Yellow shading will disappear from the worksheets. 
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Using Insight Planning Software – an Overview 
 
   
Welcome to Insight Planning Software! 
 
Aho Consulting's Insight Planning Software helps credit unions to visualize future growth in terms of assets, 
loans and capital growth; prepare budgets; establish annual goals; and produce the deliverables to meet 
those goals. The software also assists in tracking progress towards annual goals and produces many 
excellent reports for Boards of Directors and management. 
 

Wizards and Help Files 
Insight comes equipped with many features designed to assist you with using the program, including a large 
menu of wizards which will lead you step-by-step through a wide variety of Insight functions.  These Wizards 
are accessed by selecting Aho from the Insight toolbar, and then Wizard.   
 
The program also features Help files which can provide you with information about every aspect of the 
program.  The Help files are accessed from the D sheet, or by pressing F1 on your keyboard. 
 

Importing Data into the Data Entry Worksheet 
The first step in using Insight Planning Software is to import your credit union's financial data into the Data 
Entry (D) worksheet.  The Data Entry Sheet is the page where current and prior year financial data is entered 
or imported.  
 
 

 
 
Drop down boxes allow you to switch between months of the current year. 
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When manually entering financial information into the D sheet, helpful dialogs clarifying what should be 
entered in each cell are available by clicking on the gray buttons in the entry area. 
 

 
 
 Insight also features several ways to IMPORT your financial data directly into the software.   
 

 
 
You can use our handy NCUA Import feature to import call reports downloaded from the NCUA's website or 
to import your NCUA 5300 data file… 
 

 
 
…or, with help from your IT staff, you can setup Insight to automatically import your data from your data 
processing system into Insight, using our GL Mapping sheet. 
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Using the Growth and Historical Trends Charts 
 
Once your data has been loaded into the program, you are ready to review the Growth Chart. 
 

 
 
 
The Growth Chart captures the essence of your credit union's business.  It helps you to visualize different 
growth scenarios that might occur in your Credit Union. You will be able to see the impact of rapid growth, 
and the required ROA necessary to support it. You will also be able to visualize slower growth and the 
corresponding decline in required ROA needed to grow or maintain capitalization levels. 
 
The Growth Chart also allows you to determine the loan to asset relationship that you choose to reach over 
the next five years. It then projects the required monthly net increase in loan production that will be required in 
the future. 
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We'll return to the Growth Chart in a moment, but let's momentarily explore the Historical Trends sheet. The H 
chart is an excellent resource when the planning team develops the credit union's long-term financial 
objectives.  The purpose of the chart is to summarize the major financial trends at the credit union during the 
most recent years.  It also captures the impact of the projected business plan of the current planning year. 
 

 
 
The Historical Trends Chart shows actual assets, the dollar amount of growth, and the annualized growth rate 
of the credit union for past years.  
 
In this chart, you can review past savings growth… 
 

 
 
…loan position… 
 

 
 
…Total Equity position… 
 

 
 
…Net Worth position… 
 

 
 
…Delinquent Loans… 
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…Net Chargeoffs… 
 

 
 
…Net Income and ROA. 
 

 
 
 
When creating a long-term growth strategy for the Credit Union, it is very important to understand that 
increased asset growth will require the ability to increase ROA just to maintain the Credit Union's current 
capital position.  The information on the H sheet will help you to make educated decisions about growth. 
 
 
Let's look at the Growth Sheet again.  The Asset Growth section of the Growth Chart is used to test various 
growth rate scenarios for your credit union.  The middle growth rate is the rate that drives the ROA figures 
and loan growth. 
 

 
 
The Loan Growth section of the worksheet illustrates the proposed loan to asset percentage, which the credit 
union planners hope to achieve.  Based on the target goal, the worksheet also calculates the average monthly 
loan increase required to achieve the long-term objective.  Again, the Historical trends worksheet can be used 
to determine the loan growth achived in previous years. 
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The Net Capital section of the worksheet calculates the ROA that will be required to achieve the long-term net 
capital goal based on the annual asset growth rate goal.  In some cases the credit union planners will decide 
that a desired ROA must be achieved.  In this case the net capital percentage will merely be the result of the 
ROA earned during the planning period. 
 

 
 
With all of this information in mind, you can use the Growth Chart to test out a variety of growth scenarios to 
find the growth plan that is right for your Credit Union. 
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Creating Long-Term Membership and Productivity Objectives 
 
The next step in the planning process is to create your long term membership and productivity objectives - 
determining the average loan and savings relationship the credit union would like to achieve with each 
member, and establishing the "5 year" staff productivity goals. You can use the M1 - FT1 sheets to support 
and visualize these objectives. 
 
Charts in this area include the Member Growth Chart 
 

 
 
 
…Loan Growth Chart (Number of Loans)… 
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…Loan Growth Chart (Loan Balance to Member)… 
 

 
 
 
 
…Average Total Relationship Chart… 
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…Products Per Member Chart… 
 

 
 
 
…Staff Productivity Chart… 
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…and the Assets to Full Time Equivalents Chart. 
 
 

 
 
 
All of the charts in this area have 4 distinct sections. 
 
The upper left section displays where the credit union was at year-end 2002. 
 

 
 
The lower left section displays where the credit union wants to be at year-end 2003. 
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The upper right section is where you will set the goal for each particular area for 2009 (long-term objective) 
 

 
 
 
The lower right section breaks the long-term goal into yearly, monthly and daily production. 
 

 
 
 
To give you an idea of the tools available in this area, let's examine one of these sheets. 
 
The Products Per Member Chart demonstrates the average relationships the members have with the Credit 
Union. Information displayed in this area of the chart is automatically imported from information you entered 
previously on the D sheet.  
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If you click on the gray data entry button, you will be prompted to enter your Products Per Member goal for 
year end.  Usually, the more products the member has at the Credit Union the more profitable the relationship 
is to the Credit Union.  
 

 
 
 
Based on the information you have already entered in other sheets, including your total Member goal, Insight 
calculates the total number of Products you will need to meet this goal, displays the actual number of 
products obtained in the prior year, displays the increase in products that will be needed to obtain the goal, 
gives you a monthly product requirement in order to obtain the goal, and shows you the number of products 
per day you will need to meet in order to obtain the goal. 
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The Chart also provides an area to enter your long-term (5 year) Products Per Member goal,  while displaying 
your long-term Membership goal, and the Total number of products that will be needed to meet the PPM goal.  
You can then try out different scenarios to see how many products the credit union membership would need 
to have to meet the long-term products per member goal that are being established through this chart. 
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The lower right section of the chart provides additional analysis, including the number of products you will 
need each year, month, and day, in order to obtain your long term goal.   
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Projecting Loan and Savings Growth 
 
After setting long-term Membership and Productivity Objectives, you can use the Savings Analysis and Loan 
Analysis charts to project loan and savings growth to the end of the year and/or the next years budget.  You 
can project this growth complete with estimated yields of the various savings and loan types.   
 
On the Savings Analysis chart, you can enter year end goals for all of your Share account balances, including 
Regular Shares, Money Market accounts, Share CDs, IRA CDs, Premium, Clubs and Escrow balances, non-
member funds and more.  You can also enter estimated year end yields (average dividend rate) for all of your 
Share accounts.  
 

 
 
 
The Savings Analysis chart also contains a variety of graphs to help you visualize the status of Share 
accounts and progress.   
 
The graph icons on the left side of the chart result in charts that will help you to track your progress in each 
Savings account category compared to Savings projections and goals you have entered.   
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The graph icons on the top of the chart result in charts that track distribution of loans through different 
accounts.   

 
 
On the Loan Analysis chart, you can enter year end goals for all of your Loan balances, including credit card 
balances, unsecured loans, new and used vehicle loans, first mortgage loans, other real estate loans, other 
loans to members, leases receivable, and loans to non-members. You can also enter estimated year end 
yields (average weighted interest rate) for each of these Loan accounts. 
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The Loan Analysis chart also contains graphing options to help you visualize the status of loan accounts and 
progress towards goals. 
 
The graph icons on the left side of the chart result in charts that will help you to track your progress in each 
loan account category compared to loan projections and goals you have entered.   
 

 
 
The graph icons on the top of the chart result in charts that track distribution of loans through different 
accounts.  
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40  •  Insight Planning Software Version 2004B Doc-To-Help Standard Template 



 

The Balance Sheet and Income Statement 
 
The next step in the Insight Planning Process is to use the Balance Sheet and Income Statement to complete 
the financial components of the credit union's business plan. 
 
The purpose of the Balance Sheet is to provide the planners with a tool to project the Credit Union's financial 
position based on the achievement of member loans and savings growth goals.   
 

 
 
 
The purpose of the Income Statement is to provide the planners with a tool to project the credit union's net 
operating results for the current and planned year and the impact on the credit union's future net capital 
position.  The Income Statement presents the major elements of credit union operations, (i.e. loan interest 
income, investment interest income, other operating income, member dividends and interest on borrowed 
money, operating expenses, provision for loan losses and other non-operating income or loss). 
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Let me show you how these features work together to establish financial goals for the credit union. 
 
The goals that were previously entered for Savings growth on the (S) sheet are imported into the financial 
statement. 
 

 
 
The estimated yield for specific share types that was entered into the (S) sheet produced an overall cost of 
funds… 
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…which becomes the budgeted cost of funds for the income statement.  
 

 
 
 
Insight provides features that help you to estimate net charged-off loans and create the budgeted amount for 
the Provision for Loan Loss expense, which will result in a goal for the Allowance for Loan Loss balance at the 
end of year. 
 

 
 
 
The net charged-off loan figure (charged-off loans minus estimated loan recoveries) for the business plan 
year will be estimated and entered here. 
 

 
 
 
The Provision for Loan Loss expense that the credit union estimates to be adequate for the year is entered 
here. 
 

 
 
The resulting ending balance in the Allowance for Loan Loss should be an adequate estimate of loan losses 
that the credit union will experience over the life of the loans. Usually in credit unions the life of the loan 
portfolio is 18-24 months.  If the Allowance for loan loss is not adequate, further adjustments can be made to 
the Provision.    
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The amount that was entered in the Provision for Loan Loss is now the amount of expense for the Provision 
for Loan Loss on the Projected Income Statement. 
 

 
 
 
The next process in building the business plan is to project the Balance sheet to the end of the year.  Insight 
helps you to extend cash to the end of the year… 
 

 
 
 
…and then extend other assets to the end of the year.  
 

 
 
 
You then have an opportunity to consider if the Non-Earning Assets will increase, i.e., is your credit union 
buying land, building an office, or converting computer systems during this year? The estimated amount of 
non-earning assets for year-end would be entered here.   
 

 
 
 
You can then extend other liabilities to the end of the year. 
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Back on the Income Statement, you can determine the amount of Fee & Other Income that the credit union 
can expect this year. 
 

 
 
Next, on the Income Statement, you would determine your operating expenses based on a detailed review of 
anticipated operating expenses... 
 

 
 
 
…and then determine the amount of non operating income for this year. 
 

 
 
 
You can then check to ensure that the resulting net income and… 
 

 
 
 
…the resulting ROA… 
 

 
 
 
…support the long-term growth goals? 
 

 
 
If they do, you would be finished with your financial goals for the current year. 
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Insight also includes features which help you to estimate your Delinquency Percentage on the H sheet… 
 

 
 
…and complete your projection of the credit union's current year-end Financial Statement by calculating 
equity on the Balance Sheet 
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The Membership Profile and Productivity Analysis Chart 
 
Insight also features a Membership Profile and Productivity Analysis Chart, which helps you to review the 
trends your Credit Union has been experiencing. 
 

 
 
 
On this chart, you can review how your Credit Union has progressed in membership growth… 
 

 
 
 
…progressed in growing the average savings balance… 
 

 
 
 
…progressed in growing the number of loans… 
 

 
 
 
…progressed in growing the average loan balance… 
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…progressed in growing the average loan balance per member … 
 

 
 
 
…and progressed in growing the Average Total Relationship per member. 
 

 
 
 
You can review how many products your Credit Union delivers, how much that is increasing each year, and 
what your Credit Union's products per member ratio is. 
 

 
 
 
You can review the products per full time equivalent (FTE) ratio (or, in other words, on average, how many 
products each FTE supports). 
 

 
 
 
Lastly, you can review the assets per FTE… 
 

 
 
 
…and net income per FTE 
 

 
 
 
The M chart also includes graphs which help you to track your progress against goals and projections. 
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After reviewing the Membership Profile and Productivity Analysis Chart, you should have a fairly good idea of 
what trends your Credit Union has been experiencing in membership and productivity growth areas.  
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Use the M2-FT2 Charts to Forecast the Credit Union’s Year Ending 
Position 
 
The next step in the planning process is to use the M2 - FT2 charts to forecast the credit union's current year 
ending position in members, loan growth, average loan balance per member, products per member and staff 
productivity.  These charts are similar to the M1 - FT1 charts we reviewed previously, but are rolled forward 
one year to accommodate planning for the next year.  The current year's goals are displayed in the lower left 
corner of each chart. 
 

 
 
 
You can then use the Savings Analysis and Loan Analysis Charts to project the year end loan and savings 
forecast… 
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…and yields. 
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The Strategic Objectives Chart and Goal Tracking 
The goals that have been established throughout this process are displayed on the Strategic Objectives 
Chart.  These objectives are automatically imported into the chart based on information you entered 
previously, but you can add as many objectives as you would like, by using our Add Row feature. 
 

 
 
 
A wide variety of graphs and charts are available from within the Strategic Objectives chart that will help to 
keep your Credit Union staff and Board of Directors aware of the progress the credit union is making towards 
achieving its business plan.    
 
For example, from the Strategic Objectives chart, you can access Goal Tracking sheets that track your credit 
union's monthly progress towards the strategic objectives (goals) set in the Insight Planning Software.  You 
can access the goal tracking sheets by selecting one of the GRAPH buttons to the right of the goals on this 
sheet.   
 

. 
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For example, this sheet tracks Objective 1, the loan growth and average loan balance goal. 
 

 
 
 
In each of the goal tracking sheets (sheet tabs G1 through G4) by default, the program assumes a steady 
monthly progress towards the goal, however you're able to change the monthly goals leading to the end of the 
year goal.  So, if your credit union has low loan demand in January and February, but then loan demand is 
high in March, you are able to adjust the monthly goals to reflect the trends that are anticipated. 
 
Notice the yellow highlighting? This displays the current month's information and will move as you advance to 
new months during the year. 
 
Within each of the goal tracking sheets there is a Project button and a Reset button. 
 

 
 
The Project button will lead you to a project tracking sheet. 
 
The Project Tracking sheet is simply a memo area for you to write notes about the projects you are doing to 
help achieve each goal. This sheet will become more functional in future releases.  The Project Tracking 
sheet can be formatted in any way you want, there is no protection on these sheets.  Just like the Goal 
Tracking sheets, there is a separate project tracking sheet for each of the Strategic Objectives. 
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When the Reset button is selected the monthly goals will revert back to the default of the steady monthly goal 
progression, so if you modify the monthly goals, handle this button with care! 
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Ideas and Tactics 
 
Insight also comes with Idea and Tactics pages which help you to brainstorm about what needs to be 
accomplished in order to execute your business plan. 
 

 
 
Each of the items on the Deliverable page has a separate area on the Idea page.  This helps your staff to 
brainstorm about how to achieve each goal.  
 
Once you have entered all of your ideas, you can weight each idea according to its importance.  You can 
assign higher numbers to your more important ideas, and lower numbers to your less important ideas.  Once 
you are finished, you can sort the ideas, putting the top scoring ideas on the top of the list. 
 
On the Tactics (T) page, the top three ideas for each goal will be displayed.  This sheet can be used to assign 
project leaders and due dates for each project. 
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The Ratio Analysis Chart 
In this sheet, Credit Union ratios are compared to national ratios for credit unions of similar size.  These ratios 
provide a comparison to national averages as a pergentage.  They also provide the differences of results of 
operation (in dollars) between your credit union and an "average" credit union of the same size. 
 
Comparisons to state averages for credit unions of a similar size are also provided.  State averages include 
all credit unions located in the state (and may not be representative of your credit union).   
 

 
 
 
All of the figures on the Ratio Analysis worksheet pull through from the Data entry worksheet.  No data entry 
is necessary in the Ratio Analysis worksheet.  You can experiment with comparisons to various peer groups, 
by asset class and state, by utilizing the drop down boxes located in the far right hand corner of the 
worksheet. 
 
You can also highlight specific sets of data for comparative purposes, using our Compare features. 
 
For example, if you toggle the Compare button until you see "Compare National" displayed, Insight will then 
compare your credit union's data to the National data for the Asset class you have selected.  
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You can also toggle between comparisons of Monthly data, Quarterly data, and Annual data.  The ratio data 
in the software is updated semi-annually. 
 

 
 
In addition to the RA Chart, Insight comes equipped with a wide array of other charts and graphs designed to 
help you visualize your credit union's goals, objectives, trends, and history. 
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Complete Year End Projections for the Current Year 
 
Before you begin building your Business Plan for the next year, you will need to establish the year end 
projections for the current year.  It is important for your current year end projections to be well thought out and 
as accurate as possible, as this will be the starting point for your business planning for the next year.   
 
To complete your projections, work through the S and L sheets, Balance Sheet, Income Statement, and M 
Sheet, revising or establishing projections for the end of the current year in the column provided. 
 

 
 
 

Budgeting for the Next Year 
 
Insight Planning Software is designed to help you create your budget for the year to come. 
 
When you are ready to begin working on your budget (after going through each of the previously 
mentioned areas completing year end projections for the current year), you can turn on the Budget 
feature by toggling the Budget button on the D sheet.  
 

 
 
 
Turning the budget on and off will not cause you to lose any data.  The information is saved.   

 

When you begin to work on your budget by toggling the Budget button 
to the ON position, you will encounter a new message: 
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Select Yes. 

 

You can also choose to display your budget for the current year when 
budgeting for the coming year.  You can control these options by 
selecting the Column Options button located on the S, L, F, IN, M, and 
H sheets. 

 

 
You can now use the Budgeting columns to make projections for the coming year in the Savings Analysis 
chart… 
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…Loan Analysis chart… 
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…Membership and Productivity Objective charts (M2 - FT2)… 
 

 
 
 
…Balance Sheet… 
 

 
 
 
…Income Statement… 
 

66  •  Insight Planning Software Version 2004B Doc-To-Help Standard Template 



 

 
 
 
…and the Strategic Objective chart for the coming year (BD2). 
 

 
 
This concludes our overview of Insight Planning Software. For additional information, please refer to our Help 
files, accessible from within the D sheet, or refer to our extensivemenu of wizards, by selecting Aho from the 
toolbar, and then Wizard.  
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Getting Around in the Excel Spreadsheet 
 

 

About workbooks and worksheets 
 

Workbooks    

In Microsoft Excel, a workbook is the file in which you work and store your data. Because each workbook can 
contain many sheets, you can organize various kinds of related information in a single file. 

 

Worksheets    

Use worksheets to list and analyze data. You can enter and edit data on several worksheets simultaneously 
and perform calculations based on data from multiple worksheets. When you create a chart, you can place 
the chart on the worksheet with its related data or on a separate chart sheet. 

 

Sheet tabs    

The names of the sheets appear on tabs at the bottom of the workbook window. To move from sheet to sheet, 
you can click on the sheet tabs.   

 

 
 

For ease of reference, the Insight Charts are often referred to by their Excel “Sheet Tab” abbreviation within 
our Help system and software manual.  For example, the Data Entry Worksheet is referred to as the D sheet.  

 

 

List of Charts in the Planning Software 
 

There are over 45 Charts and Worksheets used in the Insight Planning Software.  Here is a listing of the 
Charts contained in the software, along with their Excel Sheet Tab abbreviations. 

 
D Data Entry Sheet 
G Growth Chart 
M1 Member Growth Chart 
L1 Loan Growth Chart – Number of Loans 
A1 Loan Growth Chart – Loan Balance to Member 
P1 Products per Member Chart 
S1 Staff Productivity Chart 
FT1 Assets per Full Time Equivalent 
M-5YR Five Year Member Profile & Productivity Analysis 
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H-5YR Five Year Historical Trends 
F-5YR Five Year Balance Sheet 
IN-5YR Five Year Projected Income Statement 
S Savings Analysis Chart with Forecast 
L Loan Analysis Chart with Forecast 
F Balance Sheet 
IN Projected Income Statement 
BD1 Strategic Objectives – Current Year 
M2 Member Growth Chart 
L2 Loan Growth Chart – Number of Loans 
A2 Loan Growth Chart – Loan Balance to Member 
P2 Products per Member Chart 
S2 Staff Productivity Chart 
FT2 Assets per Full Time Equivalent 
BD2 Strategic Objectives – Next Year 
M Member Profile and Productivity Analysis 
H Historical Trends 
RA Ratio Analysis Charts 
I Strategic Ideas 
T Strategic Plan-Assignment of Action Plans 
C1 – C12 Graphs 
G1 – G4 Strategic Objective Graphs 
G1P – G4P Project Tracking Charts 
PrintOptions Print Jobs Chart 
GLMapping Gl Transfer Mapping Chart 

 

 

 

Keys for moving and scrolling in a worksheet or workbook 
 

Press To 
Arrow keys Move one cell up, down, left, or right 
CTRL+arrow key Move to the edge of the current data region 
HOME Move to the beginning of the row 
CTRL+HOME Move to the beginning of the worksheet 
CTRL+END Move to the last cell on the worksheet, which is the cell at the intersection 

of the rightmost used column and the bottom-most used row (in the lower-
right corner), or the cell opposite the home cell, which is typically A1 

PAGE DOWN Move down one screen 
PAGE UP Move up one screen 
ALT+PAGE DOWN Move one screen to the right 
ALT+PAGE UP Move one screen to the left 
CTRL+PAGE DOWN Move to the next sheet in the workbook 
CTRL+PAGE UP Move to the previous sheet in the workbook 
CTRL+F6 or CTRL+TAB Move to the next workbook or window 
CTRL+SHIFT+F6 or 
CTRL+SHIFT+TAB 

Move to the previous workbook or window 

F6 Move to the next pane in a workbook that has been split 
SHIFT+F6 Move to the previous pane in a workbook that has been split 
CTRL+BACKSPACE Scroll to display the active cell 
F5 Display the Go To dialog box 
SHIFT+F5 Display the Find dialog box 
SHIFT+F4 Repeat the last Find action (same as Find Next) 
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TAB Move between unlocked cells on a protected worksheet 
 
 

Keys for entering data in a worksheet 
 

Press To 
ENTER Complete a cell entry and move down in the selection 
ALT+ENTER Start a new line in the same cell 
CTRL+ENTER Fill the selected cell range with the current entry 
SHIFT+ENTER Complete a cell entry and move up in the selection 
TAB Complete a cell entry and move to the right in the selection 
SHIFT+TAB Complete a cell entry and move to the left in the selection 
ESC Cancel a cell entry 
BACKSPACE Delete the character to the left of the insertion point, or delete the selection 
DELETE Delete the character to the right of the insertion point, or delete the 

selection 
CTRL+DELETE Delete text to the end of the line 
Arrow keys Move one character up, down, left, or right 
HOME Move to the beginning of the line 
F4 or CTRL+Y Repeat the last action 
SHIFT+F2 Edit a cell comment 
CTRL+SHIFT+F3 Create names from row and column labels 
CTRL+D Fill down 
CTRL+R Fill to the right 
CTRL+F3 Define a name 
 
 

Keys for working in cells or the formula bar 
 

Press To 
BACKSPACE Edit the active cell and then clear it, or delete the preceding character in 

the active cell as you edit cell contents 
ENTER Complete a cell entry 
CTRL+SHIFT+ENTER Enter a formula as an array formula 
ESC Cancel an entry in the cell or formula bar 
CTRL+A Display the Formula Palette after you type a function name in a formula 
CTRL+SHIFT+A Insert the argument names and parentheses for a function after you type a 

function name in a formula 
CTRL+K Insert a hyperlink 
ENTER (in cell w/hyperlink) Activate a hyperlink 
F2 Edit the active cell and position the insertion point at the end of the line 
F3 Paste a defined name into a formula 
SHIFT+F3 Paste a function into a formula 
F9 Calculate all sheets in all open workbooks 
CTRL+ALT+F9 Calculate all sheets in the active workbook 
SHIFT+F9 Calculate the active worksheet 
= (equal sign) Start a formula 
ALT+= (equal sign) Insert the AutoSum formula 
CTRL+; (semicolon) Enter the date 
CTRL+SHIFT+: (colon) Enter the time 
CTRL+SHIFT+" (quotation 
mark) 

Copy the value from the cell above the active cell into the cell or the 
formula bar 
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CTRL+` (single left quotation 
mark) 

Alternate between displaying cell values and displaying cell formulas 

CTRL+' (apostrophe) Copy a formula from the cell above the active cell into the cell or the 
formula bar 

ALT+DOWN ARROW Display the AutoComplete list 
 
 

Frozen Panes in Insight 
In the right lower corner of the spreadsheet, there are arrow buttons that will help you to maneuver within the 
worksheets.  In five of the worksheets, portions of the spreadsheet are “frozen” to allow easy movement and 
viewing of the entire spreadsheet while utilizing the column headers.  Sheets containing a “freeze” are: 

 

D Data Entry 

RA Ratio Analysis 

IN Income Statement 

L Loan Analysis 

S Savings Analysis 

I Strategic Ideas 

T Strategic Plan 

 

The freeze can be removed by selecting Window and then Unfreeze Panes.  

 

Data Entry Buttons 
Each entry cell that requires data entry will have a button like this on the left side:    

 

When you click on the button, a dialog box will appear detailing what information should be entered in each 
cell.  

 

If you need to add numbers together, simply enter your formula directly into the dialog box.  The system will 
recognize your formula.  To add two numbers together, type an equal sign, then number A plus number B (= 
43567+54678). 

 

Drop-down Arrows 
Drop-down arrows will display a list of items, which you can select from.  
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The Options Screen 
The Aho/Options screen allows you to quickly customize your version of the Insight Planning Software. 
 

 
 

Accessing the Options Screen 
Click AHO from the main menu ♦ 

♦ 

♦ 

Select Options 
The Options Screen will open 
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Using the Options Screen 
 

Viewing Options - General 
 
Show row and column headers 
By turning this feature on, it will display the row and column headers on pages. This option puts the standard 
Excel headers on all sheets of the program. 
 
Show formula bar  
This option allows users to enter numbers from the formula bar. Also when the formula bar is displayed, many 
of the formulas that drive the program are displayed to the user. 
 
Show horizontal scroll bar  
This option puts the standard Excel horizontal scroll bars on all sheets of the program. 
 
Show vertical scroll bar  
This option puts the standard Excel vertical scroll bars on all sheets of the program. 

 

Viewing Options - Specialized 
 

Display monthly data entry sheet 
By checking this option, the sheet that all monthly figures are stored from (the Data Entry (D) Sheet) will be 
displayed. You can make changes directly to monthly figures from this sheet. 
 
Display GL Transfer Mapping 
When this feature is turned on, the Gl Transfer Mapping sheet is displayed, and you can edit the sheet as 
needed.  To hide the sheet, deselect the checkmark next to this option. 
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Display values in dollars (not millions)  
By turning this feature on, Insight will display all values in dollars instead of millions. This is recommended for 
credit unions who are under 10 million in assets. 
 
Show all values in Growth Chart  
Many of the Insight Planning Software users have asked for a growth chart that displays all years (user 
preference). By turning this option on, the growth chart will display all dollar amounts for each planning year. 

 

 
Not showing all values in growth chart  

 

 
Showing all values in growth chart  

 
Display Data Tables in Charts 
This option will hide or display data tables in each Chart.  

 
Show yellow shading in sheets 
Deselecting this option will remove the yellow shading from each sheet, for ease of printing/viewing. 

 

Miscellaneous Options 
Print date and sheet name in footer  
If marked, this adds the sheet name (i.e. F, In, etc.), sheet tab name and the date in the footer of all reports. 
Unchecked, only the Aho Consulting copyright information is displayed. 
 
Use Automatic Zoom on Worksheets 
By turning this feature on, each worksheet will automatically resize itself to fit your computer screen. When 
you go to a new worksheet, it will resize to optimize viewing, based on your computer system. 
 
Abbreviated name  
Enter an abbreviation for your credit union’s name. For example, Century Credit Union would enter CCU in 
this area.  

Doc-To-Help Standard Template Insight Planning Software Version 2004B  •  75 



 

 
State 
Enter the state that your credit union is located in. 
 
Category 
Choose the asset size group that your credit union fits within. If your Credit Union changes asset peer groups, 
this is where you can select a new peer group asset size. 

 

Business Plan (Budget) Options 
 

Hide Business Plan and Projection Sheets 
Using this option allows the user to print many reports without having an annual budget built. Budget columns 
will be closed – displaying “actual only” columns - and hiding projections and budget areas. 
 
Do not calculate equity automatically, I will enter it myself 
By turning this feature on, you will be able to manually enter the Credit Union's equity into the Financial 
Statement. This may become necessary if your Credit Union has unusual transactions in the equities portion 
of the general ledger. This option disables the automatic calculation on the net equity on the financial 
statement (Year To Date Income + Year End Equity). 

 

Five Year Planning 
 

Display 5-year planning 
By checking this feature, sheets that are utilized for 5 year planning will be 
displayed.   

 
Display 5-year planning only 

By checking this feature, only the sheets that are utilized for 5 year planning 
will be displayed.   
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Understanding and Using the Data Entry Sheet (D) 
   

 
 

 

Purpose of the Data Entry (D) Sheet 
This worksheet is the principal entry document for our planning software system. The worksheet has been 
designed to follow the format of the NCUA Call Report (Form 5300).  

 

Methods for Entering Data in the Data Entry (D) Sheet 
There are several methods available to help you pull data into the D Sheet: 
 

Manually Enter Your Data into the D sheet 
 
You can manually enter your financial data into the D sheet each month. 
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To help you understand what data should be placed in each cell, each entry cell on the D sheet that requires 

data entry has a button like this on the left side:   
 
When you click on one of these buttons, a dialog box will appear detailing what information should be entered 
in each cell.  The dialog box will also specify the location on the call report where this data can be found.  
 
Located in the top right corner of the data entry worksheet is a drop-down arrow which allows you to specify 
which month's financial information you are entering. Selecting the proper month in the drop-down box is 
critical. The system annualizes information from the last column using this date. When changing to the next 
month, the system will ask “Do you want to save the current values?" If your answer is yes, it then will save 
the values from that month into a sheet called Monthly.  You can view this sheet by selecting the Monthly 
Sheet option in the Aho Options screen.   Saving monthly data allows the user to pull any previous month's 
data back up and facilitates the graphs that show monthly progress towards goals. 
 

Use the Automated NCUA 5300 Import feature to import data into the D sheet 
 
Using this procedure, you can automatically import your credit union’s financial data from the NCUA’s web 
site into the D Sheet.   
 
Begin by going to the NCUA's web site at www.NCUA.gov.  The screen shown below will appear.  Click on 
“Credit Union Data,” and then “Find a Credit Union.” 
 

 
 
 
Enter your charter number or other search criteria, and select “Find.” 
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From the list that appears, select your credit union by clicking on the correct charter number. 
 

 
 
To import financial information, select the “5300 Call Report.” Remember to set the report date.  For prior 
years, you will want to import information for the whole year, not for portions of the year.  Select “Go” when 
you are ready to begin. 
 

 
 
 
The report will appear on your screen.  Save the report as an html file to a specified file on your hard drive. 
(Make sure to save the report in a place where you will be able to find it later.)  Be sure to wait for the report 
to completely load all the necessary information. 
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Repeat for each year-end needed as indicated in the D sheets  (00, 01, 02, 03 and YTD 04).  When complete, 
you will have successfully saved each year in a file folder ready to import into your program - saving you the 
time of entering the information manually. 
 
 
After all call reports have been saved in the program folder, select AHO from the menu bar.  Select Import 
and select the NCUA Report. 
 

 
 
 
Press OK and an explorer window will appear allowing you to locate your html files, once located, click on all 
of the files and choose Open.  
 

 
 
 
The data for the years you have chosen will import into the D sheet.  
 

Use the GL Mapping Feature to Import Data into the D Sheet. 
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Insight Planning Software now includes a program that will transfer general ledger balances that have been 
exported from your data processing system to CVS or Excel format, into the Insight Planning Software "D" 
Worksheet. 

 

You can access the mapping table by going to the Index sheet in the Insight program and selecting the 
GLMapping sheet as displayed below: 

 

 
 

Notice the >> buttons to the left of the worksheet names?  Clicking on any of the “>>” buttons will take you to 
the corresponding sheet in the workbook, and by pressing the Escape button on your computer you will return 
to the Index page.   

 

This is the GL Mapping Table. The table will need to be customized for your credit union's unique general 
ledger account structure.  Once the table is customized, your monthly data can be quickly and accurately 
imported into the Insight Planning Software each month. 

 

The yellow D ROW column displays the row number in the D worksheet where the information for each row 
will be mapped to. 

 

The grey GL MAPPING FIELD column corresponds with the name of the accounts within the D sheet that the 
current row is mapping. 

 

An example of this is Allowance for Loan Loss.  Notice that the corresponding row number is 4 

which corresponds with the Allowance for Loan Loss row in the D sheet, row 4 (see below) 
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The D Row column corresponds with the Allowance for Loan Loss row in the D sheet, row 4. 

 

 
 

In the columns to the right of the GL MAPPING FIELD column are mapping tables that have been customized 
by other credit unions; identified by the DP System used. This should help you with the customization 
process.  There are customized mapping tables for the following major data processing vendors: 

 
EDS ♦ 

♦ 

♦ 

♦ 

UltraData 
Symitar 
We have also included a mapping table called Other. 
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If you do not see your DP vendor listed, look at each example in the mapping table until you find the vendor 
that most closely matches the general ledger account structure of your credit union.   

 

Whichever column you choose to use for the mapping of the GL accounts, further modification will probably 
be required after you test your first import of the extracted GL file. 
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Begin the mapping process by performing a GL extract for the current month from your DP System.  
(Remember: year to date income and expense figures should always be used in the download). 

 

After the extract is completed, select Aho, and then Import. 

 

 

 
 

 

Import the CSV or Excel file which you extracted from your DP system. 

 

From the "Import From" dialog box that appears, select "General Ledger Accounts" and OK. 
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From the "Choose System and Date" dialog box that appears, select the appropriate vendor/system and 
select the effective date of the file you exported from your DP System, and then select OK. 

 
 

 
 

 

An Explorer window will appear.  Direct the Explorer window to the CSV or Excel file that you downloaded 
from your credit union’s data processing system. 

 
 

 
 

The GL information will import into your Insight workbook.   

 

Based on the import results, start making changes to the table.  
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Some helpful suggestions: 

 

Always download year-to-date income and expense figures 

 

When you want a series of numbers use an asterisk at the end. For example, code 11101* will match 11101, 
1.11010, 1.11011, 1.11012, 1.110110, etc. 

 

 
 

Make the series of numbers as comprehensive as possible, for example, if your loan income is all in the 1.1 
series you will use 1.1*; this will pick up all accounts that start with 1.1. 

 

 
 

In some DP System extracts, when trying to get year- to-date income, this may be the answer –1*-2*-3*-4* 
(year-to-date income and expenses together generate year-to-date income).   

 

Look at the methodology of how your numbers are displayed, which are minus and which are plus. 

 

Test, test and test again. Run an import often to see how the changes you are making in the table are 
affecting the results.  Good luck! 

 

 

Import Data into the D Sheet from a previous year's Insight Workbook 
 
Using this procedure, you can automatically import your financial data from a previous planning workbook into 
your current workbook.   
 
To begin, click on the Import button on the D sheet. 
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A dialog box will appear.  Select the "Previous Planning Workbook" option and "Overwrite non-empty cells," 
then select OK. 

 
 
 
An explorer window will appear allowing you to locate your previous planning workbook.  Planning workbooks 
are stored by default in one of the "Program Files\Aho Consulting Inc\Insight 200X" folders, depending upon 
the version of the workbook you are looking for. 
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Select the workbook with the data you would like to import, and click on 
"Open."  The data will import into your D sheet. 

 

The Data Entry (D) Sheet - Other Features 
 

Credit Union Initials 
Underneath your credit union's name, a gray data entry button appears next to your credit union's initials.  If 
you would like to change your credit union's initials, click on the gray data entry button to do so. 

 

 
 

 

Import 
Clicking on the import button will call up the import screen, where you can choose to import data from an 
NCUA call report, from a previous year's workbook, or from your GL accounts.  More information about how to 
import data is covered here. 

 

 

Options 
Clicking on the Options button will call up the Aho Options screen.  More information about the Aho Options 
screen is available here. 

 

 
 

Wizards 
Clicking on the Wizards button will call up our Interactive Wizard.  More information about the Wizard is 
available here. 

 

 
 

Help 
Clicking on the Help button will call up the help files. 
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The Monthly Data Drop Down Box 
Located in the top right corner of the data entry worksheet is a drop-down arrow which allows you to specify 
which month's financial information you are entering. Selecting the proper month in the drop-down box is 
critical. The system annualizes information from the last column using this date. When changing to the next 
month, the system will ask “Do you want to save the current values?"  

 

 
 

The Budget Toggle Button 
You can turn your Budget off and on at any time during the year, by using the Budget toggle button on the D 
sheet. 
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Overview:  Eight Step Process for Utilizing Insight 
Planning Software 

   

Step 1: Use the Growth Chart to project long-term growth objectives. 
 

Project long-term growth objectives, (i.e. asset growth, loan growth and capital growth) in the Growth Chart 
(G). 

 

 
 

You can find more information about the Growth Chart here. 

 

Step 2:  Use the M1 - FT1 charts to support and visualize how the long 
term objectives will be achieved. 
 

The M1 - FT1 charts are used to support and visualize how long term objectives will be achieved.  Each of 
these chart is separated into four parts.  The upper right hand quadrant of each chart is used to project future 
Vision five year goals.  
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M1 - Member Growth chart 
This chart is used to project the future (5 year) average savings balance goal.  You can find more information 
about the M1 Chart here. 

 
 

L1 - Loan Growth chart 
This chart is used to project the future (5 year) average loan balance goal.  You can find more information 
about the L1 Chart here. 
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A1 - Average Loan Balance to Member chart 
This chart is used to project the future (5 year) average loan balance per member.  No data entry is required 
in this sheet - all numbers are system generated. You can find more information about the A1 Chart here. 

 

 
 

P1 - Products Per Member chart 
This chart is used to project the future (5 years) products per member goal. You can find more information 
about the P1 Chart here. 
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S1 - Staff Productivity chart 
This chart is used to project future (5 year) staff productivity goal. You can find more information about the S1 
Chart here. 

 

 
 

FT1 - Assets per Full Time Equivalent 
This chart is used to project the future (5 year) assets per Full Time Equivalent goal. No data entry is required 
in this sheet - all numbers are system generated. You can find more information about the FT1 Chart here. 
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Step 3:  Use the Savings Analysis and Loan Analysis charts to loan and 
savings growth to the end of the year and/or the next years budget. 
   

You can project this growth complete with estimated yields of the various savings and loan types.  The 
worksheets you will use will be the Savings Analysis Chart (sheet tab S) and Loan Analysis Charts (sheet tab 
L).  

 

 
 

Note that the Goal projections entered in the L and S sheets will be displayed in the Balance Sheet (F).   
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When estimated yields for each loan or savings type are entered, the system will calculate a weighted 
average yield that will be used by the Income Statement (IN) for the loan interest income for each future 
corresponding year. 

 

You can find out more about the S sheet here.  More information about the L sheet is provided here. 
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Step 4:  Use the Balance Sheet and Income Statement to complete 
financial components of the credit union's business plan. 
 

Project the Balance Sheet (F) to the end of the year. 
 

1 - Using the data entry buttons provided in the F sheet, project the Balance Sheet (F) for cash, other assets, 
fixed assets and liabilities to the end of the current year in the column marked “Adjusted Business Plan”.  

2 - If you had an existing Business plan in your previous Insight Planning Software, there will be an additional 
column with your original business plan. 

3 - In the top portion of the chart, use the buttons in the Adjusted Business Plan column to project the credit 
union's estimated financial position at 12/31/xx. 

4 - In the bottom portion of the chart, use the buttons in the Adjusted Business Plan column to enter the 
projected amount of provision for loan loss you will expense through 20XX and the net charge offs for the 
year. 
 

 
 
More information about the F sheet is provided here. 
 

Project the Income Statement (IN) to the end of the year. 
- Using the buttons for data entry, estimate the return on investments and enter in the estimated other 
income, operating expense and any non-operating income. 

- Return to the Balance Sheet (tab F) and complete the Allowance for Loan Loss and Income Statement (tab 
In).  

- Use the buttons to the left of the Average Yield column to enter the estimated yield that your credit union will 
have on investments for 20XX. 
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- Use the buttons in the Adjusted Business Plan 2000 column to enter estimates for total other income, 
operating expenses, and non-operating gain/losses for 20XX. 

- Use the annualized column as a gage to project 12/31/xx.  If the annualized column does not look right, 
check to make sure that the month chosen in the data entry sheet is the month that was entered. 

- Check your net income figures after making income and expense assumptions. If net income is dramatically 
different from the Annualized column go back through the numbers that have been entered for accuracy and 
validity of assumptions. 
 
 

 
 
More information about the IN sheet is provided here. 
 

Estimate your Delinquency Percentage 
 

Next, estimate the delinquency percentage on the Historical Trends Worksheet (H)  
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More information about the H sheet is provided here. 
 

Estimate and/or Calculate Equity 
 

Complete the projection of the credit union’s current year-end Financial Statement by calculating equity.   

 

The Calculate Equity button on the Balance (F) Sheet calculates the new equity position of the credit union 
based on the projected income statement.  After completing the projected budget it is necessary to press this 
button to move the income into the net equity.  After which may cause a slight change in the investment 
income and asset size. 

 

 
 

When you click on the Calculate Equities button, the Estimate/Calculate Equities dialog box will appear.  
This dialog is used to bring the amount of estimated income into your balance sheet for preliminary 
forecasting. After the income statement is done you will need to choose the year that you have completed and 
then choose calculate exact value (the last checkbox).  
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If you choose to save and exit the program before the income statement is completed, you will need to 
estimate the income again, because when you save, the exact value of income from the income statement is 
recalculated into the balance sheet. 
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Step 5:  Use the M2 - FT2 charts to forecast current year ending position. 
 

Follow the process outlined in STEP TWO, use the M2 - FT2 charts to forecast the credit union’s current year 
ending position in: members, loan growth, average loan balance per member, products per member and staff 
productivity.  The current year's goals are displayed in the lower left corner of each chart. 

 

M2 - Member growth chart 
This chart is used to project the current year's average savings balance goal.  More information about the M2 
chart is provided here. 

 

 
 

L2 - Loan Growth chart 
This chart is used to project the current year's average savings balance goal. More information about the L2 
chart is provided here. 
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A2 - Average loan balance to member chart 
This chart is used to project the current year's average loan balance per member.  No data entry is required in 
this sheet - all numbers are system generated based on data entered previously.  More information about the 
A2 chart is provided here. 

 

 
 

P2 - Products per member chart 
This chart is used to project the current year's products per member.  More information about the P2 chart is 
provided here. 

 

 
 

S2 - Staff productivity chart 
This chart is used to project the current year's Staff Productivity.  More information about the S2 chart is 
provided here. 
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FT2 - Assets per full time equivalent 
This chart is used to project the current year's Assets per Full Time Equivalent.  No data entry is required in 
this sheet - all numbers are system generated based on data entered previously.  More information about the 
FT2 chart is provided here. 

 

 

 
 

Step 6:  Use the Savings Analysis and Loan Analysis charts to project 
the year end loan and savings forecast and yields. 
 

Following the same procedure used in Step Three, project the year-end loan and savings (sheets S & L) 
forecast and the yields for the year 20XX using the Savings Analysis (S) and Loan Analysis (L) Charts  

 

Step 7:  Build the Preliminary Business Plan. 
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Build the Preliminary Business Plan 20XX by following the procedures outlined in Step Four after estimating 
the income and net equity as discussed below:   

 

1 - Estimate the current year-end income and add the estimate to the ending equity position from the previous 
year. Complete steps three & four again but doing the same process for the Preliminary Business Plan 20XX. 

2 - Estimate Allowance for Loan Loss on the Balance Sheet (F).  

3 - Estimate delinquency percentage on the Historical Trends – Worksheet (H).  

4 - Return to the Balance Sheet and recalculate Net Equity by pressing the Calculate Net Equity button. 

 

 

Step 8: Use the M2 - FT2 charts to establish the planning year Board 
deliverables (i.e., objectives) 
 

Use the following schedules to visualize and build the planning year’s objectives – planning year goal (which 
is in the lower left corner of each of the following charts): 

 
M2 MEMBER GROWTH CHART 
L2  LOAN GROWTH CHART 
A2 LOAN GROWTH CHART – Loan balance to member 
P2 PRODUCTS PER MEMBER CHART 
S2 STAFF PRODUCTIVITY CHART 
FT2 ASSETS PER FULL TIME EQUIVALENT 
 
The Board Deliverables are system updated for both BD1 and BD2 12/31/xxxx (but can be edited if 
necessary).  
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Planning Financial and Member Growth for Future 
Vision 
 
   

Using the Growth Chart (G) 
 

 
 

Purpose of the Growth Chart 
The proposed growth chart captures the essence of the credit union’s business, (i.e. buying savings dollars 
from members which increases the asset base; using the savings increase to fund additional loans to 
members; and controlling the pace of growth by setting long-term capitalization and ROA (Return on Assets) 
goals.  

 

The Switch Base button toggles the starting of the Growth Chart to the current month so the user can see not 
just the impact of a selected growth rate as of 12/31/XX, but also can see the impact based on where they are 
as of the current month. 
 

Understanding the Asset Growth Section 
The Insight Planning program uses the previous year-end financial position (12/XX actual), to forecast future 
asset growth scenarios. During the forecasting process, the Historical Trends worksheet will provide a basis 
for determining actual growth trends achieved in previous years. The desired growth rate must always be 
placed in the middle column because all supporting worksheets are integrated with information provided from 
this column. The other columns are only provided for comparison purposes.  
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Use the gray data entry buttons in the Asset Growth Section to test various growth rate scenarios for your 
credit union.  The middle growth rate is the rate that drives the ROA figures and loan growth on this 
worksheet. 

 
 

Understanding the Loan Growth Section 
This portion of the worksheet illustrates the proposed loan to asset percentage, which the credit union 
planners hope to achieve. Based on the target goal, the worksheet also calculates the average monthly loan 
increase required to achieve the long-term objective. Again, the Historical Trends, (sheet tab “H”) worksheet 
can be used to determine the loan growth achieved in previous years. The approved loan growth objective 
must always be in the middle column of the loan growth section (arrow above identifies the column of the 
section, which represents the asset growth rate goal).  

 

Use the gray data entry buttons in this section to test loan-to-asset ratios and different growth rate scenarios.  
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Understanding the Net Capital Section 
This section calculates the ROA (Return on Assets) that will be required to achieve the long-term net capital 
goal based on the annual asset growth rate goal. The net capital objective must always be in the left column, 
(again, the arrow identifies this column) as this column also integrates into other supporting worksheets. In 
some cases the credit union planners will decide that a desired ROA must be achieved. In this case the net 
capital percentage will merely be the result of the ROA earned during the planning period.  

 

Use the gray data entry button to test various scenarios for your credit union. 

 

 
 

Completing the Growth Chart 
As explained previously, the components of the form that must be completed in order to establish the long-
term objectives for each individual credit union are the Asset Growth Rate, Loan Growth Rate, and Net 
Capital. 

 

The Asset Growth Rate buttons (located near the of the Asset Growth Rate columns) are used to enter 
estimated growth rate scenarios.  The growth rate displayed in the middle (with the arrow) is the rate that 
drives the ROA, capitalization and loan growth figures.  This will also be the Asset size used for all the Vision 
20XX figures displayed in other charts. 

 

Use the Loan Growth Rate buttons (located near the top of the middle Loan Growth Rate column) to enter 
loan to asset ratio goals for Vision 20XX.  The loan-to-asset ratio (with the arrow) will drive all the Vision 20XX 
figures in other charts. 

 

Use the Net Capital button to enter the  the targeted long-term net capital percentage.  
 
 
 

Buttons and Features of the Growth Chart 
 

The Show/Hide Progress button will toggle the G sheet view to show each year's growth numbers or 
alternatively, to hide each year's growth by displaying inverted Zs. 
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The Using Year End button allows users to use year end actual data (for the previous year) as the basis on 
the Growth Chart, or to use Current Month (actual, YTD) data as the basis.  You can toggle between the two 
options.  

 

 
 

 

 

The Column Options button calls up the Column Options menu.  

 

 
 

 

From the Column Options menu, you can display or hide Year End Data columns on the sheet by checking 
the buttons next to the 2000 Year End, 2001 Year End, 2002 Year End or 2003 Year End options.  For 
example, deselecting the 2000 Year End option will remove (hide) the 2000 Year End Data so that it does not 
display on the sheet. 

 

You can also choose to display or hide the current year’s Year to Date actual data on the sheet, the current 
year’s Business Plan, the current year’s Projections, and the next year’s Business Plan. 

 

After you have selected your column options, you can choose to apply them to one sheet only, to all sheets, 
or to the sheets of your choice by making appropriate selections in the “Apply to Sheets” area.  

. 
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Using the Member Growth (M1) Chart - Previous Years 
 

 
 

Purpose of the Member Growth (M1) Chart 
The purpose of the Member Growth chart is to assist the credit union planners in establishing a long-term 
member growth objective.  
 

M1 Chart Strategy 
The credit union should determine the future average savings relationship (average savings balance) it wants 
to develop with the members. This generally means the credit union will try to increase the relationship with 
both existing and future members (i.e. increased balances per member will usually produce greater cost 
effectiveness and support the credit union philosophy of promoting thrift). 
   

YEAR END data on the worksheet’s left side indicate the change in members and average saving 
relationship, which have occurred during the previous year and serves as a basis for determining the current 
credit union environment. 
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VISION data, located on the worksheet’s top right side, indicates the total saving dollars which are required to 
achieve the long-term asset growth objective as determined during the completion of the Growth Chart, (i.e. 
total assets less targeted net capital equals required total member savings). Using the Historical Trends 
(worksheet H) and Ratio Analysis Charts (worksheet RA), the planning team determines the desired average 
member savings relationship it wants to obtain. The total savings target divided by the targeted individual 
saving relationship will determine the number of members the credit union will need to  

attract to accomplish the asset goal.  

 

   
 

FURTHER ANALYSIS data, provided on the worksheet’s lower right side, will help the credit union to set, 
measure and communicate annual and monthly membership goals.  
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Completing the M1 Worksheet 
The data to calculate the change in members and the average individual saving relationship for the previous 
year is supplied by completing the data entry (D) worksheet. 

 

The only components that need to be entered by the planning team are the agreed upon target for the 
average savings relationship the credit union wants to achieve with its members, and the borrowed funds 
figure. These variables can be changed (using the gray data entry buttons) as the planning group 
contemplates “what if” scenarios. 
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Using the Loan Growth (L1) Chart  - Previous Years 
 
 

 
 

Purpose of the L1 Chart 
The purpose of the Loan Growth Chart is to assist the planners in determining the loan production required to 
achieve the long-term loan objective determined during the completion of the Growth chart. The worksheet 
helps to visualize both the number and average loan balances per loan outstanding, which is required to 
reach the credit union’s long-term objective. 
 

L1 Chart Strategy 
The credit union determines the average loan balance per loan outstanding which it will have in the future. 
The average loan balance will reflect future loan mix that the credit union intends to achieve, (i.e. a smaller 
loan balance average indicates an emphasis on unsecured lending while a larger average loan balance 
indicates that future loan growth strategies will rely on secured loan programs).  
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YEAR END data on the worksheet’s left side indicates the change in loans and the average loan balance per 
loans outstanding which occurred in the previous year, and serves as a basis for determining the current 
credit union environment. 

 

 

 

 

 

 

VISION data, located on the worksheet’s top right side, indicates the total loan dollars, which are required to 
achieve the long-term loan growth objective as determined during the completion of the Growth Chart. Using 
Historical Trends and Ratio Analysis Charts (Worksheets H and RA) the planning team determines the 
desired average loan balance per loan outstanding it wants to obtain. The total loan objective divided by the 
targeted average loan balance outstanding will determine the number of loans, which are required to obtain 
the results the credit union wants. 

 

Use the gray data entry button to enter the desired average loan balance for the year 20XX. 
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FURTHER ANALYSIS data provided on the worksheet’s lower right side will help the credit union set, 
measure and communicate annual and monthly loan production.  

 

 
 

Completing the L1 Worksheet 
The data used to calculate the change in loans and the average individual loan balance outstanding for the 
previous year is supplied by completing the Data entry (D) Worksheet. 

 

The only component to be entered by the planning team is the agreed upon target for the targeted average 
loan balance per loan outstanding. This variable can be changed (using the gray data entry button) as the 
planning group completes its “what if” scenarios. 
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Using the Loan Growth (A1) Chart - Loan Balance to Member - Previous 
Years 
 

 
 

Purpose of the A1 Chart 
The purpose of the Loan Growth Chart is to visualize the result of increasing the members’ average savings 
balance and the average loan balance per loan outstanding.  
 

A1 Chart Strategy 
In most cases, an increase in the average loan balance per member will result in benefits to the credit union. 
Benefits will generally include increasing the percentage of total member savings, which are invested in 
member loans. It can also increase operational efficiencies, (i.e. higher loan balances with less volume 
usually reduces operational expense).  

 

Note: ALM (Asset Liability Management) requires a proper mix of loan types and pricing. 
 

YEAR END data on the worksheet’s left side indicates the change in the total loan balance and the average 
loan balance per member which occurred in the previous year, and serves as a basis for determining the 
current credit union environment. 
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VISION data, located on the worksheet’s top right side, indicates the total loan dollars, which are required to 
achieve the long-term loan growth objective as determined during the completion of the Growth Chart. The 
total loan objective divided by the targeted number of members will determine the average loan balance per 
member which will automatically result if the membership and total loan objectives are met. 

 

 
   

The FURTHER ANALYSIS data provided on the worksheet’s lower right side indicates the annual average 
increase which is required if the credit union is to reach its long-term objective.  
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Completing the A1 Worksheet 
The entire worksheet is completed from data entered into the Data entry (D), Member Growth and Loan 
Growth Worksheets. 
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Using the Products Per Member (P1) Chart - Previous Years 
 

 
 

Purpose of the P1 Chart 
The purpose of the Products per Member Chart is to assist the planners in determining the required increase 
in balance sheet product utilization by the membership, which is necessary to achieve the long-term products 
per member objective. This worksheet helps to visualize both the number of members and their average 
product usage. The worksheet also indicates the (net) daily increase in the number of products, which must 
be sold to achieve the credit union long-term objective. 
 

P1 Chart Strategy 
Generally, an increase in the overall utilization of credit union products and services by members will increase 
account balance relationships and build “economies of scale”.  
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YEAR END data located on the worksheet’s left side indicates the change in the total loan and savings 
accounts relationships, as well as the change in the average products per member, which occurred in the 
previous year, and serves as a basis for determining the current credit union environment. 

 

 
 

VISION data, located on the worksheet’s top right side, indicates the long-term targeted balance sheet 
products per member total, which the planners hope to achieve. Using Historical Trends (Worksheet H), the 
planning team determines the desired products per member ratio it wants the credit union to obtain. The total 
product per member objective multiplied by the targeted number of members will equal the total number of 
products that needs to be utilized by the membership. 

 

Use the gray data entry button to test different services per member goals for year 20XX. 

  

 
 

FURTHER ANALYSIS data, provided on the worksheet’s lower right side, indicates the amount of daily 
production that will be required to increase the net products per member to the targeted long-term ratio.  
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Completing the P1 Worksheet 
The data to calculate the change in the products to member ratio for the previous year is supplied by 
completing the Data entry (D) Worksheet. 

 

The only component to be entered by the planning team is the agreed upon target for the long-term product 
per member relationship the credit union wants to achieve. This variable can be changed (using the gray data 
entry button) as the planning group completes “what if” scenarios. 
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Using the Staff Productivity (S1) Chart - Previous Years 
 

 
 

Purpose of the S1 Chart 
The purpose of the Staff Productivity Chart is to assist the planners in visualizing the need to increase staff 
productivity as the credit union moves toward its achievement of Vision 20XX.  
 

S1 Chart Strategy 
Productivity is defined as the average number of balance sheet products, which are delivered to members per 
FTE (Full Time Equivalent). Generally, an increase in the overall utilization of credit union products and 
services by members accompanied by a lesser increase in staffing will result in greater productivity. This 
productivity increase will require the credit union to have well trained staff and make better use of technology 
and strategic alliances.  
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YEAR END data, located on the worksheet’s left side, indicates the change in staff productivity which 
occurred in the previous year and serves as a basis for determining the current credit union environment. The 
chart presents the change in terms of the number of products delivered per FTE (full time equivalents) as well 
as a percentage. 

 

 
 

VISION data, located on the worksheet’s top right side, indicates the number of FTEs (full time equivalents) 
which will be required if current production is not improved. Generally, a staff increase is indicated if 
productivity is not improved. 

  

 
 

The FURTHER ANALYSIS data on the worksheet’s lower right side allows the planners to target an annual 
percentage improvement in productivity. The targeted number of projected credit union FTEs (full time 
equivalents) is calculated; (i.e. total number of estimated products divided by the increase level of 
productivity). 

 

Use the gray data entry button to enter the rate of increase in productivity goal for 20XX. 
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Completing the S1 Worksheet 
The data needed to calculate the change in the productivity ratio for the previous year is supplied by 
completing the Data entry (D) Worksheet. 

 

The only component that needs to be entered by the planning team is the agreed upon target for the annual 
percentage improvement in staff productivity. This variable can be changed (using the gray data entry button) 
as the planning group completes its “What If” scenarios. 
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Using the Assets Per Full Time Equivalent (FT1) Chart - Previous Years 
 

 
 

Purpose of the FT1 Chart 
The purpose of the Assets per Full Time Equivalent chart is to assist the planners in visualizing the need to 
increase the dollars of assets under the management by each full time equivalent (FTE) as the credit union 
moves toward its achievement of Vision 20XX.  
 

FT1 Chart Strategy 
The Asset to Full Time Equivalent ratio is calculated by dividing the Credit Union Assets by FTEs. Generally, 
an increase in assets accompanied by a lesser increase in staffing will result in more assets under 
management per FTE. This increase will usually decrease the operating expense ratio to average assets, 
which is a measure of credit union efficiency.  
 

YEAR END data, located on the worksheet’s left side, indicates the change in assets managed per FTE 
which occurred in the previous year and serves as a basis for determining the current credit union 
environment. The chart presents the change in terms of the dollars of products delivered per FTE (full time 
equivalents) as well as a percentage. 
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VISION data, located on the worksheet’s top right side, indicates the Vision 20XX asset goal as well as the 
target FTEs. The target assets divided by the target FTEs equals the target assets, which should be under 
management per FTE. Generally, increasing assets per FTE indicates that productivity is improved. 

  

 
 

FURTHER ANALYSIS provided on the worksheet's lower right side allows the planners to target an annual 
asset dollar increase per FTE, which is needed to achieve the year 20XX objective.  
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Completing the FT1 Worksheet 
The data needed to calculate the change in the assets per FTE ratio for the previous year is supplied by 
completing the Data entry (D) Worksheet, the Member Growth Chart and the Staff Productivity Chart for the 
planned year. 
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Using the Insight Budgeting Feature 
   

You can begin the budgeting process at anytime – no more waiting for the B version.   
 
When you are ready to begin working on your budget (after going through each of the previously 
mentioned areas completing year end projections for the current year), you can turn on the Budget 
feature by toggling the Budget button on the D sheet.  
 

 
 

 
Turning the budget on and off will not cause you to lose any data.  The information is saved. 

 

 

When you begin to work on your budget by toggling the Budget button to the ON position, you will encounter 
a new message: 

 

 
 
Select Yes. 

 

You can also choose to display your budget for the current year when budgeting for the coming year.  You 
can control these options by selecting the Column Options button located on the S, L, F, IN, M, and H sheets. 
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When you begin to work on your budget by toggling the Budget button to the ON position, you will encounter 
a new message: 

 

 
 
Select Yes. 

 
You can now use the Budgeting columns to make projections for the coming year in the Savings Analysis 
chart… 
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…Loan Analysis chart… 
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…Membership and Productivity Objective charts (M2 - FT2)… 
 

 
 
 
…Balance Sheet… 
 

 
 
 
…Income Statement… 
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…and the Strategic Objective chart for the coming year (BD2). 
 

 
 
This concludes our overview of Insight Planning Software. For additional information, please refer to our Help 
files, accessible from within the D sheet, or refer to our extensivemenu of wizards, by selecting Aho from the 
toolbar, and then Wizard.  
 

 

Doc-To-Help Standard Template Insight Planning Software Version 2004B  •  131 





 

Monthly Goal and Project Tracking 
   

Our new Goal Tracking sheets track your credit union's progress towards the strategic objectives (goals) set 
in the Insight Planning Software. 

 

 
 

There are two easy ways to access the goal tracking sheets.  

 

The first way is by opening your BD1 Sheet and selecting one of the GRAPH buttons to the right of the goals. 
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The second way to access the feature is by going to the Index and pressing on any of the G1 - G4 Sheets. 
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Let's take a look at the various Goal Tracking Graphs (which, by the way, provide excellent progress reports 
for the Board of Directors) 

 

This sheet tracks Objective 1, the loan growth and average loan balance goal. 

 

 
This sheet tracks Objective 2, the member savings growth and average savings balance goal. 
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This sheet tracks Objective 3, the average products per member goal. 
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This sheet tracks Objective 4, the staff productivity and income to FTE goal. 

 

 
 

 

In each of the goal tracking sheets (sheet tabs G1 through G4) by default, the program assumes a steady 
monthly progress towards the goal, however you're able to change the monthly goals leading to the end of the 
year goal.  So, if your credit union has low loan demand in January and February, but then loan demand is 
high in March, you are able to adjust the monthly goals to reflect the trends that are anticipated. 

 

Notice the yellow highlighting? This displays the current month's information and will move as you advance to 
new months during the year. 

 

For example, in January, it will look like this… 
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And in March, it will look like this… 

 

 
 

Within each of the goal tracking sheets there is a Project Tracking button… 

 

 
 

And a Reset button. 

 

 
 

The Project Tracking button will lead you to a project tracking sheet. 
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The Project Tracking sheet is simply a memo area for you to write notes about the projects you are doing to 
help achieve each goal. This sheet will become more functional in future releases.  The Project Tracking 
sheet can be formatted in any way you want, there is no protection on these sheets. 

 

Just like the Goal Tracking sheets, there is a separate project tracking sheet for each of the Strategic 
Objectives. 

 

When the Reset button is selected the monthly goals will revert back to the default of the steady monthly goal 
progression, so if you modify the monthly goals, handle this button with care! 

 

In summary, each Strategic Objective, as shown in this sheet… 

 

 
 

…is individually tracked on its own corresponding Goal Tracking sheet… 
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…and has its own Project Tracking sheet. 

 

 
 

As you work through this process, feel free to e-mail us with questions and comments at 
insight@ahoconsulting.com. 
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Understanding the Five Year Projection Sheets 
   

Overview 
 
For users who need five year projections, we created five year versions of our Balance Sheet (F-5yr), Income 
Statement (In-5yr), Historical Financial Trend sheet (H-5yr), and Membership Profile (M-5yr) sheet. 
 

Viewing the Sheets 
 
Let's explore these sheets.  To make the sheets visible, you must change your settings in the Aho Options 
screen.   In the "5-Year Planning" section near the bottom of the screen, select the option "Display 5-year 
planning," and then select OK.    
 

 
 
Notice that the sheet tabs for all four of the 5 year planning sheets appear after the RA sheet tab.  The sheet 
names also appear on the Index sheet. 
 

. 
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The Five Year Balance Sheet (F-5yr) 
 
This Balance Sheet shows detailed projections for the next five years. 
 

 
 
 
You can use either 2002 year end data, 2003 year-to-date data, 2003 Business Plan data, 2003 Projection 
data (when entered), or 2004 Business Plan data (when entered) for running these projections.  If you have 
not yet entered certain Business Plan or Projection data, you will not see these options.  The program 
determines if the information has been entered before displaying the related options.You select the figures 
you would like to use by clicking on the toggle button located on the top right hand side of the worksheet, next 
to the Reset button.  
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The Reset button will reverse any changes that you make in the 5 year sheet, restoring your original data and 
figures. 
 
Notice the gray reference buttons (with question marks) adjacent to the categories that run down the left hand 
side of the Balance Sheet?   
 

 
 
These reference buttons explain how each item is calculated.   For example, when the reference button next 
to the Cash line item is selected, the following item appears: 
 

 
 
 
 
Let's take a look at where the data on the 5 YR Balance Sheet comes from.  Look at the Total Assets 
projection for 2008 on the F-5yr sheet. 
 

 
 
 
This figure is pulled from the 2008 Asset Growth projection in the middle column of the Asset Growth Rate 
section of the Growth Chart.  
 

 
 
 If you would like to increase asset size, change the growth percentage in this area of the growth chart. 
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Tip:  You can use the "To Growth Chart" button to experiment with different asset growth percentages, and 
then press the Esc key on your keyboard to return to the F-5yr sheet. 
 
The red print on the bottom of the F-5yr sheet (shown below) will not be visible when the worksheet is printed.  
This information is provided only as a reference for the user. 
 

 
 

The Five Year Income Statement (IN-5yr) 
 
The Income Statement also shows detailed projections for the next five years.  
 
 

 
 
 
Again, you can run these projections using either 2002 year end data, 2003 year-to-date data, 2003 Business 
Plan data, 2003 Projection data (when entered), or 2004 Business Plan data (when entered) for running these 
projections.  You select the figures you would like to use by clicking on the toggle button located on the top 
right hand side of the worksheet.  If you have not yet entered certain Business Plan or Projection data, you 
will not see these options.  The program determines if the information has been entered before displaying the 
related options. 
 
A Reset button is also located at the top of the worksheet.  This button will reverse any changes that you 
make in the 5 year sheet, restoring your original data and figures. 
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Notice the gray reference buttons (with question marks) adjacent to the categories that run down the left hand 
side of the Income Statement.  
 

 
 
These reference buttons explain how each item is calculated.   For example, clicking on the reference button 
next to the Loan Interest line item will result in the following item: 
 

 
 
Notice the red print at the bottom of the worksheet?  This is the Equity Balancing area.  For more information 
about the Equity Balancing area, see the Five Year Projection Sheet Wizard.  You can access this wizard by 
going to Aho on the toolbar, Wizards, and then selecting Understanding the Five Year Projection Sheets. 
 
Average Loan, investment, and Savings figures are provided at the bottom of the worksheet for all projection 
years.  These figures can be hidden by selecting the Hide Averages button.   
 
 

The Five Year Historical Financial Trends Worksheet (H-5yr) 
 
The H-5yr sheet works identically to the H sheet, except that the H-5 yr sheet runs five year projections.   
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The  projections on H-5yr sheets are pulled from the Growth chart.   
 
You can use either 2002 year end data, 2003 year-to-date data, 2003 Business Plan data, 2003 Projection 
data (when entered), or 2004 Business Plan data (when entered) for running these projections.  If you have 
not yet entered certain Business Plan or Projection data, you will not see these options.  The program 
determines if the information has been entered before displaying the related options.  You select the figures 
you would like to use by clicking on the toggle button located on the top right hand side of the worksheet.   
 
 
 

The Five Year Membership Profile Worksheet (M-5yr) 
 
The M-5yr sheet works identically to the M sheet, except that the M-5 yr sheet runs five year projections.    
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The membership projections on the M-5yr sheets are pulled from charts M1 - FT1.  For example, the 2008 
Number of Members projection on the M-5yr sheet… 
 

 
 
...is pulled from the Membership goal on the M1 sheet. 
 

 
 
You can use either 2002 year end data, 2003 year-to-date data, 2003 Business Plan data, 2003 Projection 
data (when entered), or 2004 Business Plan data (when entered) for running these projections.  If you have 
not yet entered certain Business Plan or Projection data, you will not see these options.  The program 
determines if the information has been entered before displaying the related options. You select the figures 
you would like to use by clicking on the toggle button located on the top right hand side of the worksheet. 
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Using the Print Jobs Feature 
 
   
This exciting feature allows you to build and save print jobs, so that you can automatically recall and print 
them when needed.   
 
The print option has the added flexibility of developing unique footer & page number information, making the 
job of printing monthly Board packets a breeze, just select the print job and the reports will print the same 
each month! 
 

Accessing the Print Job Feature 
 
There are two easy ways to access the new Print Job feature.   
 
The first way is by going to the Index and pressing on the Print Job sheet.  
 

 
 
 
The second way to access the Print Job feature is to select Aho from the toolbar, and then Print Jobs.  You 
may need to move the Wizard box to get to the Aho Menu, you may do this by clicking and holding the mouse 
down as you move the box to a better location.  
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Notice that you have 3 options available - Edit, New, and Start. The New option allows you to create a new 
print job.  The Edit option allows you to edit a print job that you have already created.  The Start option would 
allow you to print a job that you have already created.   
 

The Print Options page 
 
This is the Print Options page.   
 

 
 
 

Print Option Command Buttons 
 
Let's take a look at the command buttons you can use.  The command buttons are located in the top right 
hand corner of the worksheet.  
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Select Printer    
 
When you click on the Select Printer button, a dialog box pops up, allowing you to select the printer you would 
like to use.  
 

 
 
If you click on the Setup button within this dialog box, you can choose paper types, sizes, etc.  
 

Print    
 
The Print button will print your job 
 
 

Save    
 
Clicking on the Save button allows you to name a new print job, and saves any changes you have made.   
 
Once you save and name your Print Job, you may notice that the new print job name appears in the top left-
hand corner of the worksheet. 
 

 
 
 

Delete    
 
The Delete button will delete your print job. 
 
 

Rename    
 
If you would like to change your print job name, you can use the Rename button.  When you click on the 
Rename button, the following dialog box will appear.  Enter your new print name, and select O.K. 
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Cancel    
 
The Cancel button will cancel any unsaved changes you have made, and take you out of your print job.  Do 
not click it at this time. 
 

Reset    
 
We will examine the Reset # button later. 
 

Using the Print Options Sheet 
 
Now that you are familiar with the command buttons, let’s look at the rest of the Print Options sheet.  
 
To begin building your print job, you need to decide which reports you would like to print.  In our example, we 
will print the Data Entry Chart (D), Growth Chart (G), Member Growth Chart (M1), Staff Productivity Chart 
(S1), and Historical Trends Chart (H).  We will also print the Capital to Assets Graph (C3).   
 
Look at the gray button in Cell B4.  This is a toggle button which controls all of the print buttons in the column 
beneath it.  For example, if the button is marked “yes,” and you click on it once, all of the buttons underneath 
it will change to “no.”  Try clicking the button a few times to see what happens.   
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Once you have experimented with it a little, click on the button so that it says “no.”  This means that none of 
the sheets in your workbook will print when you use the print command.   
 
Note: If we were to click on the button again, so that “yes” was displayed, ALL of the sheets in the workbook 
would print when you used the print command. 
 
The print buttons in the column beneath are also toggle buttons; however, each button only controls the 
worksheet on its corresponding row.   
 
Using these buttons, you can select the individual charts that you wish to print.   
 

 
 
Click on the “no” buttons next to the Data Entry Chart (D), Growth Chart (G), Member Growth Chart (M1), 
Staff Productivity Chart (S1), and Historical Trends Chart (H).  We will also print the Capital to Assets Graph 
(C3).  
 
Notice that the buttons change to “yes” when you click on them.  This means that the corresponding 
worksheet will print.  Notice that the rows that are marked "no" are faded.  The information in these faded 
rows will not print. 
 

 
 
Notice the >> buttons to the left of the print buttons.  
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Clicking on any of the “>>” buttons will take you to the corresponding sheet in the workbook. This might come 
in handy if you aren’t familiar with the worksheet name.  Go ahead, click on one of the “>>” buttons.  Press 
Escape when you are ready to return to the PrintOptions sheet. 
 
Let’s take a look at the Footer columns.   These columns control the content that you have in the footers that 
will print on the bottom of each page of your print job.   
 

 
 
Go to Cell E4.  
 

 
 
Notice the text that is currently displayed in this line.  Unless you change it, this text will print in the first line of 
your footer, on every page of your print job.  You have several options…  
 
You can choose to print this text that is displayed in this line.  If the button just below the text, “Footer Line 1” 
is set to yes, then this footer line will print on every page of your print job.   
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You can change the text in this line.  Go to Cell E4, and type over the text that you want to replace.  Hit the 
enter button when you are done.   
 
After you edit the footer information, you will be asked, “do you want to use this value for all sheets?” If you 
choose yes, all the 1st footer rows for all pages will change. Remember, you can have as many different print 
jobs as you would like.  See how the information in this line changes? 
 

 
 
If you do not want to print anything in the first footer line, toggle the “yes” button at the top of the column over 
to "no."  All of the information displayed in the Footer 1 column will fade.  This line of the footer will not be 
displayed in your print job.  
 

 
 
Footer lines 2 and 3 work in the exact same manner as Footer line 1. By default however, the Footer 3 
column has been set-up so that the effective date for your data shows in the footer.  For example, if you have 
data entered up to 02/28/02 in your D sheet, the effective date in your footer will be 02/28/02.   
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If you move to your D sheet, and change to data for 01/31/02, the date in your footer will also change to 
01/31/02. 
 

            
 
Please note: If you do not wish to have an effective date in your footer, you can still edit the text in this line.  
 
You can use the last column, “Page #,” to accomplish several things. 
 
You can choose whether or not to display page numbers in your print job.  If you do not want the page 
numbers to print, toggle the “yes” button at the top of the column over to "no."  All of the information displayed 
in this column will fade and the page numbers will not print.  
 

 
 
 
You can also change the starting page number of your print job.  For example, change the number at the top 
of the column (just below the yes button), to 3 by typing over the number 1.  When you do so, you will be 
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asked, “do you want to use this value for all sheets?” Select No.  If you select yes, the page number will be 3 
on EVERY sheet that you are printing.   
 
Select the Reset # button. The pages in your report will start with 3 and move forward chronologically.  This 
might be handy if for example, you have a two page introductory letter to insert before your financial 
information.   
 

 
 
Lastly, you can change individual page numbers throughout your print job.  For example, you can make your 
Growth chart page 27 if you would like.  This might be helpful if you are planning to insert your financial 
information into specific places within a separate report. 
 

 
 
The Reset# button will readjust the page numbers in your print job. For example, in a brand new print job, the 
page number might be set to 1 on all pages.  Once you select the Reset# button, the pages will be reordered 
to include only the pages in your print job. 
 
For example, BEFORE the reset button… 
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And after… 
 

  
 

Congratulations!  You are ready to begin creating your own print jobs! 
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Troubleshooting 
   

Installation and Upgrade Issues 
 
1. I cannot locate our company ID and serial number. 
 

Email AHO Consulting at insight@ahoconsulting.com and they will quickly email you the company ID 
and serial number for your Credit Union’s copy of the Insight Planning Software. 
 

2. Can the Insight Planning Software be installed on a laptop? 
 

Yes, it is OK to install the Insight Planning Software on any computer owned by the Credit Union. The 
software can also be installed on the Credit Union’s LAN without incurring any additional cost. The only 
restriction is that the software can only be used for your credit union. 
 

3. I am upgrading from a previous version of the Insight Planning Software.  How do I Import prior 
data? 

 
Locate where the current version of the Insight Planning Software is (usually located on C:\Program 
Files\Aho Consulting\Insight 2000b). 
 
After you install the Insight Planning Software, go to the AHO option on the Main Menu and select 
Import.  Choose Previous Planning Workbook and select Override non-empty cells. Click OK. An 
explorer window will be displayed.  Use the explorer window to locate the Plan 20XXb.xls and click Open. 
This will automatically transfer your prior year’s information into the new version of the Insight Planning 
Software. 
 

4. Our credit union name has changed.  How can I change it in the software? 
 

To change your name, you will need to re-register your software, by running the "Register" macro that is 
included with your workbook. Just press Alt+F8. This will bring up the list of macros included in your 
Insight workbook. Scroll down until you see one that is called "Register." Click on Register, and then on 
Run.  
 
The software will take you through the Registration process again. In the first screen, enter your new full 
name. In the next screen, enter your Company ID number. In the next screen, enter your Serial Number.  
 

5. I received an update macro from Aho Consulting.  How do I install it? 
 

To run the macro, please open your "Plan2003A.xls" workbook first, then open the attached Update file. A 
message will appear asking if you are sure the document you are opening is from a trusted source. Click 
on Yes. The update will start automatically. When the update is complete, a message stating, "Update 
successfully completed, Insight Software has installed the updates for (file location)." Click on OK. After 
the program runs, you can continue working in your 2003A. You do not need to restart your computer. 
When you ARE done working in your 2003A, please save the workbook before closing it.  
 

6. The macros in my workbook do not seem to be working (screen resolution won’t adjust, entry 
cells on D sheet don’t work, buttons don’t work)… 
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Be sure to enable your macros when the program starts up. If you do not see the enable/disable 
macros message when opening Insight, your security level in Excel may be set too high, and 
you may accidentally screen out the macros which make the program work. If you do not see 
the message, in Excel, go to Tools, Macros, Security. Make sure your Security level is set to 
Medium (not High). Close Insight, then reopen. You should see the enable/disable macros 
message. Enable the macros. 
 
 

Printing and Presentation Issues 
 

1. How can I print specific pages of the workbook? 
 

All you have to do is hold <<control>> and use the mouse to click the pages you would like to print. 
Then, press the Print Icon or select File, Print.  Alternatively, you can use the Print Jobs feature, which 
is described in more detail in a separate section. 
 

2. How can I email  information in my Insight workbook pages to board members if they do not have 
Excel?  

 
If you have Adobe Acrobat installed on your computer, an "Acrobat" option will appear on your Excel 
menu.  Excel users can also go to View > Toolbars  >  PDF Maker 5.0 to have the PDF Maker icons 
appear as a toolbar.   
 
To convert the Excel file to a PDF, with the Excel file opened, select the PDF icon.  The PDF Maker will 
automatically convert the Excel file to a PDF file.  Once the PDF file has been created, Adobe Acrobat will 
automatically open, and the new PDF file will appear in the main Adobe Acrobat window.   
 
Any user with Acrobat Reader will be able to view this document - they do not need to have the full 
Acrobat program. 
 

Wizard Issues 
 
1. I can read the Wizard but I am not able to enter any figures in the sheet when the Wizard asks me 

to. How do I input the figures? 
 

For Excel 97 users, you will need to press <<ESC>> key to enter numbers into the program. This will hide 
the Wizard box temporarily while you enter data into the cells. When finished, press <<ESC>> key again 
and the Wizard will reappear. 
 
If you are using a version higher than Excel 97, you may simply need to move the Wizard window to the 
side in order to input the data. 
 

Software Usage Issues 
 
1. When entering my monthly information in the Data Entry Sheet (D), do I enter my actual monthly 

or year-to-date figures? 
 

You should always enter year-to-date amounts in the income and expense portion of the (D) sheet. 
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2. On the Data Entry Sheet (D), all of our income and expense figures are entered and the net income 
displayed is incorrect.  What is wrong? 

 
Often times when this happens, the user has not included the provision for loan loss in the total operating 
expenses (D sheet, row 8). 
 
 

3. On the Ratio Sheet, our credit union Size and State are incorrect. How can I change this? 
 

Go to the AHO option on the Main Menu (top, right-hand corner of the screen) and choose Options. The 
second option from the top is the State field. Click on the Arrow to open the drop down box and select 
your state. The third option from the top is the Category (size) field. Click on the Arrow to open the drop-
down box and select your size. 
 

4. On the Ratio Sheet, the peer ratios seem to be out of date. 
 
The peer ratios are updated in approximately May and October of each year, when CUNA releases their 
Operating Ratio & Spread information.  This is the only information that is comprehensive enough to 
update the ratios.  If you are a current user, you will receive a macro that will update your software with 
the most current ratios availiable, within a week from the time that CUNA releases the information.   
 

5. The numbers and column headings on some worksheets are too small or large to read. How can I 
adjust this? 

 
Go to the View option on the Main Menu. Choose Zoom and look to see what the percentage is. This can 
be adjusted for the best view for your computer.  
 

6. The Balance Sheet (F) does not have the correct amounts for the month I am working on. 
 

Please check to see that you did enter year to date figures in the D sheet and the last column is the 
correct month you are working with.  If the month is incorrect, use the drop down arrow and choose the 
correct month.  If asked whether you want to save the information, choose YES. 
 

7. The Income Statement tab (IN) the data does not annualize. 
 
This is an Aho option that allows the information in the income statement to annualize.  There is a toggle 
tab above the current month’s column when pressed will toggle the column from YTD actual to 
Annualized numbers and back again.  

 
8. I can’t see the Monthly sheet. 

 
In the Aho options screen, you can change this setting.  Go to Aho, then Options, and check the box next 
to Display Monthly sheet. 
 

9. How do I get Insight to stop using 12/31/XX as the base year, and start using 12/31/XX as the base 
year? 
 
In B versions of the software, once you have entered December data, go to the D sheet and select Adjust 
Budget. 

 
10. I would like to make changes to some of the formulas in my Insight workbook, but the cells are 

password protected.  Can you email me the password? 
 
Unfortunately, we cannot release these passwords.  Certain cells are locked to protect the integrity of the 
program.  If the formulas were to be accidentally deleted or modified, the program would no longer 
function. 
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