GHOSTPRACTICE
BOOKKEEPING &
ADMINISTRATION
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Legal Accounting in
GhostPractice
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Transaction Batch Dishursements Paost Payments Receipts Bank. Bank Bank Trust Reports General
Histary Transactions Correspondent; Deposits Recon Statements Transfer Ledger

GhostPractice offers several user-friendly modules ideally configured for bookkeeping and
financial Management in a Legal Practice

GhostPractice - Mustang Inc

These modules are:
*Transaction History
*Disbursements
*Payments

*Batch Transactions
*Bank Reconciliation
*Trust Transfer
*Reports

Should you wish to see more of this exciting product, please contact Matthew Spagnoletti on
082 568 4738 for an obligation free demonstration.
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Transaction History
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Transaction History [ sewera
| it Previous Results
Filkers: = [LdG0 Qisplay Export: @ Preview » . g Intersst
|Accmmt Details # | Post Date “ | Marration Attachments Reference | Tvpe T/B Debtor EBatch Dehit Credit Running Balance ' - — ‘
Account RESCISSION OF JUDGMENT | |Deirdre .., |Converted - Fee | | | 135 | 1,500.00 | PR | |
() Matter () Debt recovery debtor 05 Jan 2008, ... | DELIVERY RANDEURG |Deirdre V... |Converted - Fee I35 20.00 | 0.0 || I
() Client () Business creditar | I I I | I I | | |
o~ o~ 06 Jan 2008, ... |Fee - E-mail to chent with annexures | Deirdre ... |Unbilled 6.00 0.00 I I
() General ledger (2 Instr carrespandent matter | | | | | | | I I i
06 Jan 2008, ... |F -mail | Deirdre Y., |Unbilled 0.00
Account number: * MATZ ] @ il x| HeOLSH 0N 1 besaliah [RRIE! I I F-i lter
. 06 Jan ZOOG, ... |Letter client | Deirdre ¥... |Unbilled 0.00 I I
Mame: Law Society WC - bank Charges an... R iAns .Récéiﬁt.'-ﬁéruse' T T e = .
H i - | Digi i
Legacy: 06 Jan 200G, ... |Fram cliert EDEII’dr’E L .Unhl\led I O pt'l O n S : YO u
Client: Law Society South Africa 06 Jan 2001 B REGISTERED POST 135 | .
I E”ﬂnﬂer_ _Deﬂaﬁnzr W_alt- 1 | 07330 2008, ... |Fee sending Fax: 2 pages | | Diirdr | I Ca n f] lte r
Account Balances 09 Jan 200G, ... |Fee phone calls; | Deirdre V... |Unbilled I o
| Business: 1,993.86 | 09 Jan 2008, ... |Fee lstter to client Deirdre ¥... |Unbiled | th e en t | [S3)
Trust: 0.00 I Matter Brought Forward Balance I ] .
I Investment: 0.00 I 15 Sep 2008,... |from period Jul 200, as at 15 Sep Period Balance 0.00 0.00 8 | n the
2003, B
Eurent balance: 1,593.86 I 04 Jan 2009 Fee S Deirdre ¥ G ted - F 138 187.00 0.00 I 3‘ I\ 5
. an ... |Fee Summons eirdre V... |Converted - Fee . .
Unbilled [ex VAT 307.80 ! = I E I Transact] On
I . . I 06 Jan 2009, ... |Fee e-mail Deirdre ¥... |Converted - Fee 135 2.00 0.00 =
Pending disbursements [ex WAT): 0.00 I I . .
I 06 Jan 2009, ... |Letter client Deirdre ¥... |Converted - Fee 158 20,00 0.00 H 'I Sto r 'I n
I Taotal outstanding: 2,301 .66 I I y
X ! Matter Brought Forward Balance
I Balance (incl outst. trust payments) 1,993.86 | 06 Jan 2009, ... |from period Aug 2008, as at 06 Jan Period Balance 0,00 o.o0 | | d t
I Reserve Trust: 0,00 I 2009, I O r e r O
Specil Tnstructions 11 Mar 2009,... |Brought Forward Balance Period Balance 0.00 0.00 I . o
06 Apr 2009, ... ,I,';\;?'E;I?; 1,755.60 generated by INv0Z-801 | Invaice B 135 1,755.60 1,755.60 I[ | View S peC] f] C
15 Jun 2009, ... |Brought Forward Balance Period Balance 1,755.60 1,755.60 I e n tr-i es e g
ACC u rate u p to 15 Jun 2009, ... |Brought Forward Balance Period Balance 1,755.60 1,755.60 I I b= 0
) 22 Jun 2009, ... |Brought Forward Balance Period Balance 1,755.60 1,755.60 I I rece'i ptS
d ate m atte r s ayin oo, | voice of 238.26 generated by IMYNZ-B07 | Invnire B s 576 1.99% 56 l |
b l |:| b bl Resubs 1to23of 23 ] 1
alances  oy—
Legal Diaty Tasks assigned to MT e I

The GhostPractice Transaction History does not only reflect up to date financial
transaction on a matter, but also any unbilled fees, pending disbursements and file notes.
The Transaction History can be exported and saved in various formats e.g. Excel.
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Disbursement Posting

Simply complete
the information
on the sheriff/
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O D © 0 @ ) . . @ (&) Q
aaaaaaaaa Batcl h Disbursements Payments Receipt Reports General uslness
Transactions St t Emen t rrrrrr Ledger
Advance d Search
4 | Se
. Previous Result:
£e =a

r——————————————————————————————————————l
I Dishursement bype: () Business creditor () Revenue stamps

Account Inwoice Entries I P
'Buslness creditor number: * EB_[RZ | @ Accaunt bype: ) Matter (&) Debt recovery debtor I
¥ iness creditor name; Sheriff of Cape Town Account number L EDEES ‘ I

5 Unik 27 - M Spagnola I
Accoun k name:

IInvoice Information Balance: 5,922.01 I
I[apture details for: (&) Tnwoice: () Credit note Posting code: | Sheriffs Return vl l.
Jrost de: + |03 aug 2010 v Marration: + |Sheriff of Cape Town | I
II_nvoice number: iINVHGQ | Amount: bz | 40.00 2 | I
Ilotal amaunt: *‘ 45.60 & | YAT: # iEXdUdEd v| I
I . AT L S.60 % Save Entr

Funning tatal amount: 4560 0 caramon | i | = ¥ I
I Invoice entry total: | | Clear Entry I
lmnﬁwﬁ-----------------------------------l

-_—
Accaurn it Mumber | Account it Mame Posting Code Marration Amount | YAT Applicable VAT Amaunt Invoice Entry Total /'dlt Inwoice Entry
Unit 27 - M Spagnalo,.. | Sheriffs Return | Sheriff of Cape Town 40,00 | Excludes 5,60

b4 ilete Inwoice Entry

I
I
—

I A

I&MMRMEMMM%M----------------------------------qeﬂ[M*ksasslgnedmynu:D_

advocate/
tracer etc
account in the
fields provided.

Ability to post
multiple entries
on invoice to
different
matters.

GhostPractice makes provision for the automation of the two legs involved in the
processing of a Disbursement- namely the ‘purchase’ of a service from a service provider
(Sheriff/Advocate/Tracer/Etc) , and the billing of that disbursement to your client.

GhostPractice furthermore provides for the VAT implications. You are able to process the
Business Creditor Invoice without realizing an immediate VAT liability. VAT will only
become payable once the client’s invoice is raised.




Batch Transactions
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Transaction Batch Disbursements Post Payments Receipts Bank. Banlk Bank. Trust Reports General

.
History Transactions Correspondent Deposits Recon Statements Transfer Ledger S] I I I p ly CO I l lete

= ‘7\' e Adva.nced Search . .
Batch Transactions — Provios Recuks the information
| Hew | A Ecit B save Esave and Close | [} 5ave all £hpost | M Delete: | Templats Permissio Print Settings = =

in the fields

| Overview | Example Batch |

r---------------------‘ ¥ .
Batch Transaction Detalls Accounts £ d d G h t
r ! ] 1 provided. Ghos
Description; * |Exampla Batch | Account number ! * |
.
Tupe: #| Payments N : B : Pract]ce
Eiank. Charges and Inkerest A T
Bateh amount: b ol itk “| = Generalledger bark account #|GENLES | .
i Budness Jourals I Gusness: MIC Bushoss Bark 1 automat]ca[[y
I ErU:l;\tR:EnUt:rtyn Clients I g IEELBHCT: e I
Total credit: DEI‘JJtDI’ Receipt Journals I Marration: | Journal entry | I posts the
Disbursements
| i Reference: | |
- o , — l entries to the
Miscellaneous I i | b | 1
Type: *[Office Creditor Invoices T T :
oo gy | | 1 correct contra
Transaction Ikem Details . accou n tS
Posting cade: |Journa\ entry v| : AT ‘amDUnt- | | : 2
Tokal amount:
Pst date: [ 10 8ug 2010 “I1 | | 1
Callection commission
Branch: I Cormission amount: | | [ ear ] I 1l7
DDI;hursements L---------------------' Ab]l]ty to pOSt
i TR § W W W W B B N % % 8 B & % % % % & & % % % % % % % % % 8 % % % % % % % N W N ] i .
Posting Code | Dake Branch Debit Account  Credit Acco.., | Marration Reference Total Amount | & = m u lt] p le
I Journal entry 22 Apr2...  Sandton BCR4 GEM1E3 Journal entry 20,00
I Journalentry  10Aug2.. Sandton GENEO GEM1E3 Pick.'n Pay: Plants for the office CH130909 100,00 l I e n tr'i es ed 'it 0 r
)
.
delete entries.

ID Ad Hoc Activities - Shaw (Ctrl + Shift + Home) Legal Diary Tasks assigned to vou: 0

All accounting transactions can be processed through Batch Transactions. GhostPractice
has several automated Batch Types, which includes e.g.: Bank Charges and Interest;
Journals, Cost Recovery transactions, Investments, Petty Cash and Office Creditor
Invoices
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Easy Payment Posting
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Transaction Batch Disbursements Payments Receipts Bank. Banl Bank. Trust Reports General Business
History Transactions Deposits Recon Staternents Transfer Ledger Creditors
requests. The

Advanced Search

_Pa ments 5| | seard: y |

Procass-Paymant | g Print Cheque u&ewReuuisit\on Q ‘Rgelete Filter byt <no filter = - ‘

Payments |

Req Mo,  Account Mumber Account Mame Payee Bank. Account Date Total  Reqguisition By Type Bank Account .., I d t

28 MAaT2g Transfer of ERF 24... SARS Medbank Trust Ac... 17 Sep 2008, 11:58 AM §5,000,00  Deirdre Smithson Trust n ee O p rOCeSS
29 MAaTZ29 Transfer of ERF.34...  SARS Standard Bank Tr... 19 Sep 2008, 10:40 AM 46,000,000  Deirdre Smithson Trust I

35 MATS Sale of Shares [ AC...  Mikwa... Medbank Trust Ac... 07 Apr 2009, 02:12 PM 3,000.00  Deirdre Smithson Trust t h t

3| BCR3 Traceweb Traceweb  MIC Business Bank. 15 Jum 2009, 12:00 AM 353,400.00 Deirdre Smithson Business I ese req u eS S )
39 BCR4 Andre De Beer Andre ...  MIC Business Bank. 15 Jun 2009, 12:00 AM 64,606.00 Deirdre Smithson Business I .

40 BCR? Deeds Office Pretoria Deeds ... MIC Business Bank. 15 Jun 2009, 12:00 AM 660.00 Deirdre Smithson Business S'I n Ce t h e

41 BCR3 Traceweb Traceweb  MIC Business Bank 22 Jun 2009, 12:00 AM 353,400.00 Deirdre Smithson Business I

42 BCR4 Andre De Beer Andre ... MIC Business Bank 22 Jun 2009, 12:00 AM 64,606.00  Deirdre Smithson Business I . . .

43 BCR? Deeds Office Pretoria Deeds ... MIC Business Bank. 22 Jun 2009, 12:00 A 660.00 Deirdre Smithson Business f m t

47 MAT38 Fees For retainer MEYR P.., Standard BankTr... 09 Nov 2009, 08:11 PM 200,00  Deirdre Smithson Trust ] n O r a ] 0 n ] S

45 MAaT Policy Disbute / wan... MEYRP... Standard BankTr... 16 Nov 2009, 11:15 AM 5,000,00  Deirdre Smithson Trust I

49 MAaT4 Policy Disbute [ ¥an... MEYRP... Standard BankTr... 01 Mar 2010, 10:45 AM 20,00 Delrdre Smithson Trust I a l rea dy

completed when
requested.
GhostPractice
will
automatically
post the entry

" to the correct

-—-Elh—-W“lﬁlﬁﬁ--——-——-——-——-—--——-—--——-—--——-—--——-—‘ accounts.

F\\llF\BCDEFGHIJKLMNOPQRSTUVWX\"Z

ID Ad Hoo Activities - Show (Ctrl + Shift + Home) Legal Diary Tasks assigned ta vou: O

Payments are requested through the Payment Requisition module and can be done by any
person in the firm with access. The requisition can be printed in order for the partner /

responsible individual to sign it, authorising the payment thus ensuring financial controls are
maintained.

This will create an entry on the Payments Screen (above), which the bookkeeper can then
easily process- without the need for further entries.



Automated Bank Reconciliations
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Transaction Batch Disbursements Payments Receipts Banlk. Bank Banik Trust Reports General Business
Histary Transactions Deposits Recon Statements Transfer Ledger Creditors

Bank Reconciliation sesa trust sccount icents1y _ ] [ Search Advanced Search

Previoys Results

Reconcile (System) = as at date: i09 Aug 2010 || £ Process 55, Preview n Save @ Bark Statement  [J[]Hide Matched (32 Refresh  Take On [E3]

Recon Balances: (-4,000.00} « | Matched Items for: ABSA Trust Account (GEN161)

Automatically

Closing balance: 233,150,852 I | Date Amount Marration Reference Bank Date | Bank Marration Reference | Amount
1 il | | ! ! .
- Pending deposits: 0.00 I 16 Mov 2009 -5,000,00 | Jaurnal entry |16 Mov 2009 | Journal Entry -S,DDU.D} m atc h ed 'I te m S
- Post dated: 0.00 |09 Aug 2010 | 1,000,00 Received EFT from Deposit | TRO1-138 |09 Aug 2010 | Deposit | 1,000.0
+ Unpresented credits: 701,419.48 N -

- Unpresented debits: 938,570.00 B4 Unmatch Egop

Reconciled balance: -4,000,00 -
L EERRRE GhostPractice Unmatched Items EEratch Bank Statement Unmatched Items
T T
Biank closing balance: 0.00 % Diate Marration | Reference | Amount | I Drate | Marration | Reference | Amount
- Dehit adiustments: o.00 > | [ EE {Recaived EFT fram Mysrsen TROI-101 |130,000... - W |21 3u 2008 |Recei U n-nN atChed
+ Credit adjustments: I ooo = PN |21 ulzo0e | Transfer from Trust to 78 (2A4) Invest... |ms | -120,00... I I B k
_ I I:‘ 21 Jul 2008 |EFT payment to JHE Municipality s -4,500.00 a n
Biank balance: 0.00 el et o S v v
At ——— |0 |z uizoos Received EFT from CP Le Rou TROL-102 |100,000... | = : k tatement
22 Jul 2008 Received EFT fi Coek: TRO1-103 | 120,000... I S I I I
Reconciled difference: -4,000,00 I I:| M SEENE rom Loetsee ! I I
22 Jul 2008 EFT b koK) daorp Municipalit -4,500.00 Q
| o e e — ul payment ta Krugersdorp Municipality | ms 3 ,Items
25 Jul 2006 Received EFT from Gabriel TRO1-105 | 100,000... | L I
29 Jul 2008 Received EFT from Bruynders TRO1-107 | #7,000.00 | [ e
29 Jul 2008 EFT payment ta Tshwane ms -4,500.00 i\
Au to m at.i Ca l l 20 Jul 2008 Transfer Fram Trust to 78 (24) Invest... |ms -30,000... I
I:| 31 Jul 2006 Received EFT from Lombard TRO1-109 | &S5,000.00 I U n = m atc hed
ca l cu la t e d 7 |51 w2008 EFT payment to Tshwane Municipality | ms -4,500,00
y ] = item
| MY EFT payment ko Mustang Inc ms -2,500,00 1 te S OoNn
ba la nces I |31 ul 2008 EFT payment to SARS e 0,720, | .
04 Aug 2005 Received EFT from 51 Meyer TROI-110 | &0,000.00 I G host Pract] Ce
04 Aug 2005 Transfer from Trust to 78 (24) Invest... |ms -72,000... I
04 Aug 2003 EFT betaling aan Municipality ms -3,400.00 I
ST P e e e e P 7 PV g e oy
ID Ad Hoc Activities - Show (Ctrl + Shift + Home) Leqgal Diary Tasks assigned ko you: 0

You have an option to do reconciliations ‘manually’ or automatically using the ‘system
reconciliation tool’.
System Reconciliation tool: You have the ability to upload your bank statement from your

internet banking, and the system will automatically match what it can.- you will still
have the ability to validate the automatically reconciled items before finalizing the bank
reconciliation. You will only need to reconcile the differences.



Trust Transfers
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[

Transac tion Batch Disbursements Payments Reports ~ General  Business
History Transal tions Stat t Emen t L dg C editor:
Trust Transfer [ E[o) peee
e — Erevious Results
2= ﬁ;w = Unselect Al £ Process | F Preview | Fiter: | ~ |1 Go Toal el 37 Ba5%)
»CI nt Murnber Matter Namne: Clientf Correspondent Mame Business Balance Trust Bak Reserve Balance lTransFar Amount -I
'l El4 [ e 5| 2000 I ol I .
1 & i 18 |Palicy Disbiuts | Yan Rensburg | NEVR. Pay Recoveriss 1,014.60 | 58.12 o.0a || saiz| 1 L] St Of
I [ TS :Sale of shares f ACT Tech _Mllkwuod Corporate 353,001.00 | -34,561.60 0.00 34,561.60 I
l v TH Transfer of From AMGELFTSH IMVESTMENTS 682 BK C P LEROLZ ~20,000.00 -65,000.00 .00 ~20,000.00 I a m O u n tS to
l T11 :T f f f rom EOTHA ll’ COETZEE .CD COET.SEF §,7.32:871 I -6,70000 DDD I 6,?0000 b
I iﬂ‘t :T f of f rom RE‘(’NDERSJBRUNDVN MNR 51 &MEY M C BRUNDYN 4,“727.60 | -1.,.800.00 0.00 I 1.,.800‘00. I e
l 723 Transfer of SECTION 3, G6 AND BH44 EDGE OF THE YAAL f.. EI BOSHOFF 12,195.70 | -5,700.00 0.00 I 5,700‘00. I tra n Sfe rred
729 Transfer of ERF 3472 ZAMDELA, DISTRICT PARYS, FREE S.., |TET MALATSI 5,515.40 -85,000.00 0.00 5,515.40 I
. IVITSE | Fees Far retai MEVR. Pay Recoveries 5,636.80 =200.00 0.00 I 200,00 I
l L -

Ability to unselect any amounts you
wish not to transfer, unless the amount

listed is a trust deficit on the matter
concerned.

ID Ad Hoc Activities - Show (Ctrl 4+ Shift + Home)

Legal Diary Tasks assigned ta you: 0

When invoices are generated on a matter, causing a business debit, GhostPractice
automatically checks whether fund are available in trust for the specific matter. If there

is, the matter is listed in the Trust Transfer list (as above). Only the amount available in
trust, will be transferred when the Trust Transfer is processed. Should there be a trust
deficit (debit) on a matter, it will automatically result in a ‘Reverse Trust Transfer’.




Comprehensive Reporting
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0000600606060 0
Transaction Batch Disbursements Payments Receipts Bank Bank. Bark Trust Reports General Business Easy aCCeSS to

History Transactions Deposits Recon Statements Transfer Ledger Creditors

Reports I various report

= lnw advanced filker... e viewy. | 2 Edit Visy s Delete View | Archive Catego r] eS

B—Gelect all | 3= Unselect all | [ View Repoct | Shirint | Fikerg|Stored reports

i Day-end & i?trlp‘t\nn Heference Archive Status
@ C\ientfn?atter edgermontivend i sPebtorsAgednalysisByOwner (Summary).rpt Dec 2003 Ackive
gi:::: gz:i:: :E;;;:III;IS (] ot e ol = s B AnialysisByDepartment (Detailed).rpt Dec 2008 Active
Client Status [ P P O R P S R P O AT N - S N N NN N N R N RS RN S -l
Comespondert Status [] 15 Jun 2009,.,  BusinessDebtorsAgeAnalysisEy Cwner (Summary) . rpt Moy 2008 Active
Deblt Recovery Analysis By Owner [] 15 Jun 2009... BusinessDebtorsageAnalysisEyDepartment (Detailed).rpt Moy 2008 Active I
Diebt Recavery Anabysis for 12 periods [] 15 un 2009...  BusinessDehtorsageanalysisEyClient (Detaied).rpt Moy 2008 Active l
Debt Recavery Profitabilicy [] 15 un2009... BusinessDehtarsAgeAnalysisBy Owner (Summary) . rpk Oct 2008 Active I U to t h e Seco n d
Debt Recavery Status [] 15 Jun 2009,.. BusinessDebtorsAgesnalysisEyDepartment (Detailed).rpt Oct 2008 Active p
Fee Accounts by Fee Earmer [] 15 Jun 2009...  BusinessDebtorsageAnalysiskyClient (Detaled) rpt Oct 2008 Active l
Fee Analysis D 11 Mar 2009... BusinessDebtorsAgeAnalysisBy OwnerSummary.rpk Sep 2003 Ackive I_ accu rate re po rts at
Fee and Disbursement Balances [] 11 Mar 2009... BusinessDebtaragesnalysisDetaied.rpt Sep 2008 Active .
Fee Target Progress (] 11 Mar 2009... MatterAgeanalysis.rpt Sep 2008 Active | the Cl'l C k Of a
Inwaices, Credit Notes & Pro Formas Generated [1'06 Jan 2009,., BusinessDebtorAgeanalysishetaled,rpt Aug 2006 Ackive I
Matter Analysis by Owner [] 06 Jan 2009...  MatterAgednalysis.rpt Aug 2008 Active
Matter Ledger Card [] 15 Sep 2006... BusinessDebtordgesnalysisDetailed. pdf Jul 2008 Active l b u tto n
New Matkers by Owner [[] 15 Sep 2008... Matkerdgeanalysis.pdf Jul 2008 Active
Trust Commitments (Detailed) N I BN BN BN BN NN SN SN BN SN BN SN BN N B BN B BN BN BN B BN B BN B BN B BN B BN B BN N B B

U SUI W BN BN NN N N BN N S NN N NN BN BN N BN BN N BN B N BN BN NN BN BN N BN BN N BN B N BN BN N BN B BN BN B BN B B e
Trust Transfers I
Unbilled and Pending Disbursements by Matter I

Easily locate the

report you want

St i from over 180

Dator P Toay : reports available
I

WAT Output
Business creditor ledger month-end
General ledger month-end
(zeneral ledger year-end
Thirteenth Perind End

Deposit Slip —
Disbursement Audit Trail NI‘A B CDEF G H I 1 KL M®WWMNOPQR 5 T U ¥ W X ¥ Z
EFT Audic o
Instructed Correspondent Audit Trai

e

#l Miewing: 1to 16 of 16

There are three categories of Reports in GhostPractice:

» Ad Hoc Reports: Reports that present live (up to the second) information

» Stored Reports: month-end and year-end reports. These reports do not change after a
month-end is completed

* Views - Tool that enables users to create customised reports for their specific requirements
(reporting to clients/analysis of specific performance items)
All reports can easily be exported into other software formats (e.g. Microsoft Excel) where you
can do further analysis and calculations



