
Double click on the tool to open



Click “Enable 
Content”





User can 
select the 
Institution 

from this list



Test Bank



Spaces are 
not allowed 

for the 
Account 
Number

Test Bank

ABCD1234



Test Bank

ABCD1234



User can 
select 

relevant year 
from this list

Test Bank

ABCD1234



Test Bank

ABCD1234



Spaces and 
Characters are 

not allowed 
for the Credit 

& Debit.
Decimal and 

Negative 
values can be 

added

ABCD1234

Test Bank

100.50

-500.75



Click “Add 
Record” to 
add above 

record to the 
report

ABCD1234

Test Bank

100.50

-500.75



Record will be 
added here



Institute name 
and Account 
number will 

be locked 
once record is 

added.



Year 
automatically 

changed to next 
year. User can 
still select any 
year from the 

list (if required)



User can 
provide credit & 
debit amounts 
for the above 

year



Click “Add 
Record” to 

add the next 
record to the 

report



Second record 
is also added



Click “New 
Account” if 

user needs to 
add new 
account



User can add 
new account 
number here



Repeat the same steps for all accounts 
given in the CFIR report



Click “Clear Last 
Record” to 

delete the latest 
record added to 

the report.
Click “Clear All” 
to delete entire 

data set



After adding all 
the account 
information, 

User needs to 
click on “Export 
Report” button 
to export the 

report



Name for the 
report should 
be provided



Message box 
will be popped 
up if the report 

is exported 
successfully. 

Report location 
(path) is also 
shown here



Exported new report will be 
automatically opened. This 

report will be protected file. User 
cannot do any modifications 

here



Back to the tool



User can re-launch the tool by 
clicking on “Re-Launch App” 

button




