USER MANUAL

CASHFLOW AND BUDGET
SOFTWARE

Please Click Here

For Support and Video Tutorials

This user manual will cover basic installation and setup for your
software.

After going through this user manual, you will be able to install, configure
and use your cashflow software.
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The use of this cashflow software and the data entered to it are completely the responsibility of the
user. By installing the program, the user is agreeing that the information in the software is the

responsibility of the user and that no liability for the status of financial transactions can come back to
the software designer or licensed sales representative.
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Basic Installation

For the purposes of this training manual, the screen shots of the
installation will be done showing the install on a windows operating
system. If you are running a Mac, the screens and file locations will vary.

When you first receive the file, you will see the Cashflow software
installer package as shown below.

n New folder

Documents library

new

— Cashflow Software.air
W Installer Package
221 MB

m

Double click on the installer to begin the installation process.

You will see the following screen —

-
£} Application Install

Are you sure you want to install this
application to your computer?

Publisher: UNKNOWN
Application: Cashflow Sofware

Install Cancel

Installing applications may present a security risk to you and
your computer. Install only from sources that you trust.

® Publisher Identity: UNKNOWN

The publisher of this application cannot be determinad.

® System Access: UNRESTRICTED

This application may access your file system and the
internet, which may put your computer at risk.
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Which is fine — it is just the standard warning on installations of Adobe
software onto your machine — click on Install.

The next screen will show you the installation path —

e B e !

Cashflow Sofware

Installation Preferences

4 Add shortcut icon to my desktop

™4 start application after installation

Installation Location:

C:\Program Files (x86)

Continue Cancel

No need to change anything here — Just click on continue.

The application will install and the next step is that the program will open
ready for you to begin.
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Setting up a new account.

The first step for your financial program is to set up a new account.

To do that click on the accounts tab as indicated below by the read
arrow

DanTort e St Sailimednl soe @ fow et

And from there —

Choose the New Account button

Accounts
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This will open the new account entry screen as shown below
O, Account a
Account

Account Name

Account Description

Account Number

Credit or Loan || (M.B Credit or Loans are Lisbilities )
Save Cancel |
T——

Fill the fields in as follows.

Account Name: fill in a recognisable name (like savings account, or bills
account)

Account Description: Enter in any description you feel is appropriate for
the account.

Account Number: this can be the account number from your bank, or it
can be as simple as a number to represent where this account sits in all
your accounts. 1,2 etc

Credit or Loan: only tick this field if you are setting up an account with a
negative balance (money you owe)

For example, if you have a credit card and you owe $1000 on it — you
would create the account and call it credit card, then tick the credit or

loan box and enter in the balance (next step) as $1000. But this would
actually be -$1000 as you owe that money.

Unless you owe money, leave this box unticked.

For the sake of this manual — we are going to create an account called
‘Savings account’ with an account number of 01.
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Once you have entered the information for your account, click on save.

The account will now be visible in the accounts list as shown here.

Q, Account List

Account List

| Name Description

Savwngs Account Savings Accourdt

"L Shewinactive
/ Eitter
Today's Balance Active
000 true

/

From the accounts list (*or any list in the system) you can double click

on the entry and go back and edit any details.

The next step will be entering the opening balance for your account.

Contd on next page
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Opening Balances

The reason we enter an opening balance on the accounts is so that the
future transactions will be accurate.

An opening balance is an amount that you have in the account as of
right now, the moment you set it up in the software.

For example, if you started today and your account already had $200 in
it — you would need to create a transaction for an opening balance of
$200.

To do this, go to the income tab (across the top) and choose the new
income button as shown below.

'Qcmm' el [

Dawy Everd  Monthty Evant - Evenit Calendar Financ ol Staternarnd

LY = | J) |

That will open the screen for entering a new income.

As shown
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Q, Income a
Account | Savings Account v |
Type Description Pay M
Category Entertainment D
Date Saturday, March 10,2012 &
Amount
Notes
Passive Income Frequency (=) One Off
[ i) Recurring
Save | | Cancel

On this screen are several fields, and this will be the beginnings of you
getting to know the most used area of the program (income and
expenses)

Double check that you are entering into the correct account.
Choose the correct account from the dropdown list.

The software comes preloaded with some common types and
categories.

And you can create your own types and categories unlimited.

Creating a New Description.

place your cursor at the end of the current description written there -
And delete (backspace) that word. You can now type in your own
description. (for the opening balance, we recommend the description
‘Opening Balance’)

Once you have typed in the description of your choice, you can click
anywhere else and you will be invited to save this as a new description
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O\ Income o
Account Savings Account v
Type Description Opening Balance =
Critmrt=inmnnnt
Q, Confirm

Do You Wish to Save "Opening Balance™ as a new Type Description for Income |

Yes | No
Passive Income Frequency s One Off
Recurring
Rawve Cancel

You can select YES from these choices.

Your new description will now be saved in the software for any future
transactions.

Creating a New Cateqory

Creating a new category is exactly like creating a new type or
description. All you need to do is look at the current category that is
showing, and click to put your cursor at the end of the word, as shown in
the image below.

A a
Account Saungs Accoust
Type Description Cpensy Balarcs
Category Erfavtanment ”
Date Saterityy, March 10,2012 2
Ameunt
Notes

Passive income FrRQuenny . OmeOff

Recurring

Nove Comenl
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Once you have clicked to place your cursor at the end of the word,
simply delete or backspace until that word is erased, and then type in
the new word for your category.

For this example, we are going to create a category called “Ancillory”

As soon as you type in your new category, and then click somewhere
else, you will see a screen asking you if you want to save your new
category for future use.

Click on yes — the screen is pictured below.

O, Income -
Account Savings Account v
Type Description Opening Balance -
Armillmrs
q\ Confirm

Do You Wish to Save “Ancillory™ as a new Category !

Yes No

Passive Income Frequency = One Off

Fecurring

Save Cancel

Your new category will then be saved and will be available for you in the
dropdown list for future transactions.

Opening balances continued.

For setting up your opening balances, you may choose to enter a date
prior to today or you can leave the date field set as todays date.
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Enter the amount that you currently have in the account you have just
created in the software (or the amount owing if it is a credit or loan)

Enter a description of opening balance
And click on save.

(You do not need to change the recurring transaction option or the
passive income option — both of these are covered further in the manual)

Congratulations! You have now setup a new account, and entered the
opening balance.

You will now be able to see the balance of that account in all the ‘Event
Views’ We are showing the calendar view with the opening balance in
the screen below.

For the purpose of this manual we will be working a lot from this screen.

If you double click on the ‘DAY’ of the calendar view, you will be taken to
the transaction list’ for that day as shown below.

And if you double click on any transaction in the list, you will be able to
edit and make changes to the transaction.

Q, Transactions List |
Date Filter: -

Transactions List —_— ]
co | LB ]| Cle=

Frem | 031002012 | F Te 031072012 |4
Find 4 Filter F,

Date Type Type Description Amount

031072012 Income Opening Balance $1,000.00

(51,000.00)

Records: 1 Filter:
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IMPORTANT

To Delete a Transaction

To delete a transaction, double click to open it — and UNTICK the Active
box in the lower right hand corner.

As shown here:

Q, Transaction View a

Transaction

Account | Savings Account v | Type |In|:nme |
Type Description | Opening Balance v
Category | Ancillory v |

Date |Saturday, March 10,2012 |¢é

Amount | $1,000.00

Notes

Untick to delete.

v Active

Save Cancel

This is also applicable to delete an account.

Open the account screen (from the accounts tab/accounts list)

And UNTICK (De-select) the active account. This will remove it, and any
transactions associated with that account.

Q, Account a
Account Name Saungs Account
Savings Account
Account Description
Account Number 01
Credit or Loan || (M5 Creoht i Lear i Lissiine: | ACtiVe
v
Untick to delete
Savw Cancel
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Adding in New Income Transactions

Adding in a new income can be done from any of the event view screens
(calendar, monthly or daily) by simply right clicking and choosing
ADD/New Income

Alternatively you can go to the income tab, and select the new income
button as shown here.

o ) &
(9 B ‘é/g v v

Income Income List Transfer DailyEvent M

Calendar View

) Today Mar 2012

Mon Tue Wed Th

For the purposes of this User manual, we will be operating from the
calendar view.

To add in a new income from the calendar view,

Select the date you wish to add in the income, and right click, selecting
ADD and then ‘Income’

o =

Ol Vot ity Tt Do Ui Povins 8 Shitetm

M 012

Rightclick on any
date tosee Add, and
choose income or
Expense
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Once you select the ADD and Income options you will see the add
Income screen appear, as shown below.

Q Incoene o
Income

Account Sangs Account

Type Description Fay | =
Category Emenainment ‘ -

Date Monday, Narch 12,2012

Amount

Notes

Passive Income Freguency » Omne Off

Recurring

On this screen, you need to enter the details of the transaction.

CAUTION: always be cautious to enter the CORRECT ACCOUNT for
the transaction.

Account: choose the right account for this transaction to be entered
against.

Type/Description — Either choose from the pre existing types that are
present in the program, or create your own by typing into the field, and
selecting save when prompted.

Category: choose from an existing category, or create a new category by
typing into the field and selecting to save when prompted.

NOTE: only categories are used for the financial reporting and the
budgeting. A transaction MUST have a category assigned in order to
show in these areas.

Date: confirm the date of the transaction and you can use the calendar
pop up on the right hand side of that field if you need to change the date.

Type Description Fay B
Category Entertainment B 1
Date Monday, March 12,2012 =
Amount
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Enter the amount of the transaction. You do not need to enter a currency
symbol at this point. Simply an amount with a decimal place set to
represent the whole number.

For example in US currency, to enter Ten Dollars and Fifty Cents,
You would enter 10.50

NOTES: add in any notes that you would want to save against this
transaction for future reference.

Once all fields are completed Click on SAVE

Q, Income a
Account [ Savings Account - J
Type Description Pay AMIN
Category Entertainment M :
Date Thursday, March 152012 E
Amount 5250.00
Notes Payment notes go here.
Passive Income Frequency (=) One Off
- / o Recurring
Save Cancel

(We will handle recurring transactions in the next step)

Adding in new expenses follows the same steps as adding in a new
income.

Simply choose Add / Expense in the first step.

CLICK HERE to go back to the start of Adding in a New Income
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Adding in a Recurring Transaction

A recurring transaction is one of the most common elements of any daily
cashflow system. It occurs when a particular transaction will happen
again and again.

An example of that may be a particular utility bill, rent payment or even
annual renewal of a subscription of some kind.

For the purpose of this User Manual we are going to demonstrate
loading in a recurring transaction for a monthly Rent payment of $1000
that happens on the 14" of each month.

To begin entering the recurring transaction, right click on your selected
date and choose income or expense. For this demonstration we will be
loading in an expense. So we will choose ADD / Expense from our Right
click.

.‘w;‘

Dt Tomet M=ty Doned Bannt Cnamdor Fngm Mguemart

Once you have selected Income or Expense, The add new transaction
window will appear. (we are using the add expense option for this
example)

In this window, you will fill in the required details including date and
amount — change or create new descriptions and categories if desired.

And then as the final step, instead of the One Off. Select — Recurring.
And the recurrence button will become active.
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Q. Expense a
Account [ Savings Account - J
Type Description Rent v |
Category Home - J
Date \Wednesday, March 14,2012 [
Amount | $1,000.00
Notes Monthly Rental Payment

Frequency [ Omne Off
(=) Recurring
Save Recurrence Cancel

Once you select the Recurrence button, the recurring transaction
window will open immediately.

Q. Recurrence

Range of Recurrence

Start:  |Wednesday, March 142012 |4 (») Noenddate

| End after: I:I = Ccoumences
o -

() Endby: | =
Recurrence Pattern
=) Daily ] <
@eey 1 |5 aae
- R
@] Weeklv
) Every Weekdav
() Monthly
o
J Annually
Apply Cancel

In the top part of the window, you will set the starting date, and the
ending requirements.
You can choose;

Palge_l 8
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No End Date — Which will enter in a never ending transaction
recurrence.

End After ‘X’ Occurences — which allows you to choose a number of
recurrences to load into the system. For example, if you enter 10 as the
number, the system will enter in 10 repeats of the transaction you load
in.

End By (Date) — allows you to choose a date in the future, after which no
other instances of this transaction will occur.

For the sake of this example, we are going to choose “No End Date”

In the lower part of the window, is where you set up the frequency of the
recurrence.

With The options of

Daily
Weekly
Monthly

Or Annually
You are able to set up any type of recurrence.

Within Daily — You can choose an amount of days... for example, to
occur ever second day, you would choose daily — and then choose 2’ in
the Every ‘X’ days. As shown here.

O, Recurrence a

Range of Recurrence

Start:  |Wednesday, March 14,2012 |4 (=) Noenddate
9] End after: Occumences

o End by: i

Recurrence Pattern
(w) Daily
(=) 3

a f
(s) Ewvery 2 .
() Weekly = = =

() EveryWeekday
() Monthly
o

() Annually
L L

Apply Caneel

You can also choose to only recur on weekdays.
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In the weekly section, you can choose the particular day of the week for
the transaction to recur, (and choose multiple days of the week if you
wish) and also how many weeks between the repeats.

So for example, to set the transaction to recur every 3 weeks on a
Tuesday, you would choose 3 in the Every ‘X’ weeks and tick Tuesday.

As shown.

Q. Recurrence B

Range of Recurrence

Start: |Wednesday, March 14 2012 |54 (») Noenddate

| End after: Occurences
o

) End bwv: i

Recurrence Pattern
() Daily 3 3 - .
ECUre BVEery: E WEER|5) On

(=) Weeklv )
L] Meonday I\._r"l Tuesday ] Wednesday L] Thursday

L= Monthly L] Fridaw L] Saturdav | Sunday
() Annually
o
Apply Cancel

In the monthly area, you are asked to select either a particular DATE of
the month, for example — the 14" of each month,

You can choose multiple months, for example the 14" of every 6™
month (for a transaction that occurs each 6 months)

Or you can choose the particular format of

The third Monday of every 2™ month (as an example)
Shown here —

Q, Recurtence -

Hange of Macument

Apply Cameml
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And the Annual transaction setup allows you to choose either a
particular date (the same each year)
For example, every June the 15"

Or you can choose the ‘X’ day of a month —
For example of the third Monday of June every year.

So using those combinations, you are able to set up complex recurring
patterns for every type of instance.

For this User manual, we will be setting up a monthly payment, that
occurs on the same date every month (the 14" in this example)

To do that -
You will first choose monthly,

And then within the monthly setup section — we will enter the transaction
to recur on the 14™ day of every month.

The screen will look like this once complete.

Q. Recurrence <]

Range of Recurrence

Start: |Wednesday, March 14,2012 | (#) Moenddate

| End after: Occumences

L End byv: &

Recurrence Pattern l ‘

D] Daily a a
(=) Day (14 E of every 1 E month{s)

| Weeklv
- 3

() Th e i)
@ Monthly ) 3 of every manth{s)

’ () Annually
b

Apply Cancel

(e

Once you have chosen the settings you need for your recurring
transaction, click on APPLY in the bottom left corner and the
transactions will be loaded in for you.

Please allow a few seconds for a large volume of transactions to occur.

You will then see the transaction occur on the specified date as you
move forward in the program.
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The Essence of cashflow management.

The essence of cashflow management is being able to SEE the
transactions that are likely to occur in the future before they actually
arrive.

Using the recurring transactions area, you are able to load up
transactions that occur on a repetitive basis and see the impact that they
have on your cashflow position months and even years in advance.

For example, you can enter that you have a phone bill that comes in
every month, and put the details in the system.

Then, as you look forward at your cash position, you will see that phone
bill entered in every month and be able to plan for it and adjust where
necessary.

Now — the reality is that phone bills and other recurring bills, are
sometimes (if ever) the same amount.

So you need the ability to enter an estimate as a figure (for planning)
and then when the bill actually arrives, update that estimate and save
the Actual figure.

This allows you to plan for the upcoming payment, and adjust it at the
time to maintain accuracy of your accounts.

So —you can enter in the system that your phone bill (as an example) is
ROUGHLY $200 each month.

Load it up as a monthly transaction of $200 the recurs on the same day
every month (the due date) and see the impact of that payment as you
look forward.

Then as the bill comes in, for the current month, you can edit the
transaction and update the figures.

You are not surprised by the bill in the mail — and you maintain accuracy
of all your accounts.

So let’s look at editing a recurring transaction.
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Editing a Recurring Transaction

Editing a recurring transaction is simple, just like editing a normal
transaction, but there are some additional choices to be aware of to do
with the recurrence and how it is structured.

When you are looking to edit a transaction, you first need to find the
particular transaction in any of the event views.
Daily, monthly or calendar views.

Once you have found the transaction you are looking to edit, double click
on that transaction to edit it.

As soon as you double click on a recurring transaction — you will be
taken to the transaction list, and then upon double clicking on the
transaction again, you will immediately see the window asking “In What
way — are you looking to edit”

As shown here.

9 3}

t This Transaction is a part of a Recurring
Series. Do you want to open only this
Cccurrence ar the Recurring Series.

(=) ThisOccurrence
o
() Recurrenceseries fom this point

L Entire Recurrence Series

0ok | Cancel |

You have three choices at this point.

To edit only the one transaction in the series

Edit all recurrences that happen from this point onwards
Or

Edit everything in the recurring series.

Let’s define each one.
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Editing only this occurrence will perhaps be the most common choice,
as you look at a transaction in your system and want to change the
figures for just that month (or that payment) in particular.

Following on from our phone bill example, this is the option you would
choose at this point. You are editing just ONE transaction in a series.

Editing all recurrences from this point onwards. You Would use this
feature to update transaction details from a particular point and onwards
in the future. As an example — you may be renting a property and know
that from a given date in the future, your rent is going up.

So you can go to that date in the future and update all recurrences from
this point onwards, and it will update only the transactions in the series
that happen after that point.

Editing the Entire Recurring Series will go forwards and backwards in
time, to edit every instance of the transaction. | would strongly
recommend against using this unless you know it exactly — and made an
error in the initial setup (for example) as it will adjust your figures and the
balances you would have experienced day by day.

For this example — we have loaded in a Phone bill to recur monthly.

And will be editing one month in that sequence.

We have gone forward, to the month in question, and double clicked on
the transaction, then from the transaction list, double clicked again and
are now selecting to edit this occurrence only

L q‘ “ i

This Transaction is a part of a Recurring I
Series. Do you want to open only this
Cccurrence or the Recurring Series.

“ (w) ThisOcourrence
o’

() Recurrenceseries fom this point

) Entire Fecurrence Series

| ok Cancel
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Once you have selected the frequency you are editing, click on OK and
the edit transaction window will open.

" O, Transaction View a

Account | Savings Account » e |Expense

| J Typ
Type Description | Phone v |
Category | Utilities v |
Date 'Sunday, April 08,2012 [
Amount | $200.00
Notes

|¥] Active
Save Cancel | r

You can edit any of the details for that particular occurrence of the
transaction, including the account, the type/description and category,

The amount of course and add in any notes.

If you want to delete the transaction — simply untick the active box in the
lower right hand corner.

Once you are happy with the changes you have made, click on Save —
and the transaction (or transactions) will be updated in the system.
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Assets &Liabilities

The Assets & Liabilities area of the program allows you to record and
track your Assets (what you own) and your liabilities (what you owe)

The assets and liabilities area can be found in the tab as shown below.

O, Cashfiow Scétware

Current Account

JE0

All Accounts

Asgot Liabdity AsgetsSLiabiites Dady Evard oritly Event  Event CalenasrFinanc|al Statement

ot

$13,350.00 ; , \: Y

To create a new asset entry, simply click on the asset button in the top
left as shown here

Assets & Liabilities

v BT & -

Asset Liability AssetsEliabilities Daily Event  Manthly

That will open the asset entry screen and allow you to enter in the
details of the asset. Including; the asset name, it's value and any notes
you wish to store against the asset.
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To Enter a new Liability, simply click on the Liability Button as shown
here and again enter in the details of the Name, Amount and notes.

Assets & Liah
Asset Liability Assets&liabilities Daily Event

These are the details of the Asset and Liability Entry screens.
O, Liability I
Liability |

Liability Name |CarLuan

Value | $3,500.00
Loan owed to the bank.
Notes
Active
v
Sawve Cancel

Once you have entered Assets or Liabilities, these entries and values
will show up in the assets and liabilities list, as well as the financial
statement.

To edit an asset or liability once entered, simply double click on it from
within the assets and liabilities list

Liability Assets&Liabilities Dally Event M
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Budgets

The Budgets area of the program can be found under the general tab.

— L |

DallyEvend Moty Everd - Samt Calkndar Financial Statamant

IMPORTANT — Budgets only record the information stored under
CATEGORIES and only records EXPENSES.

When you click on the budget button, the budget screen will appear.

Current Account

- il i — ==y
3? ol @ 7 ) | Al Accounts

Lg

>
»
Category List

VR Budget il Dby Evanl Wity Svent - Event CalenuarFiusncisl Statément

Date Filter

Category Budget Actual Variance
Entertalinment 0 0
Heath
Home 0

Miscellansous

o © o o ©

0
0
]
Transpodation ] 0
Utiities 0 200
Insurance 0

a

Anollory

The columns show the category, the Budgeted figure, the actual figures
and the variance (shown in red if you are in negative for that area)
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To set the budget for a particular category, simply click on the budget
column for that category and you will be able to type into that screen.

uv [le - 33 _: AR Actounts

Dam Foert  tturtor Doord St L amtitnl f mass s thammernt

O Todey 2 Me 81 - O

Category Bozger Actoal Varuance

click and type

The budget is calculated on a monthly basis and reflects the ‘Month to
date’ figure.

For example. If you set a budget for $500 for groceries. That will be seen
as $500 for the month.

If at the beginning of the month, you spend $200 on groceries.
The Budget column will show $500

The Actual column will show $200
And the variance column will show $300 (in black)

Meaning that you have an additional $300 to spend in the Groceries
category to stay within budget.

If later in the month you spend another $200 on groceries — you would
see

Budget $500 Actual $400 Variance $100 (in black)
And you then spent another $150; your three columns would show
Budget $500 Actual $550 Variance $50 (in red)

Showing that you are $50 over budget in that category for the month.
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The Financial Statement

The financial statement shows a snapshot overview for your accounts,
showing both Income vs Expenses and Assets & Liabilities.

You can find the Financial statement report as a static button (always
present) in the main dashboard as shown here.

Current Account
All Accounts

Foancial statement  Transacsons Lst

Income Assets

$16,000.00 ’ \ $7,500.00

Passive Income 0.00% |

Expense | Liabilities

$1,200.00 N\ 4 $3,500.00

UMY

Remaining Income $14,800.00

Expense |/ Income Ratio 7.50%

True Equity Ratio
Passive | Income Ratlo 0.00%

The Financial statement has two halves.
on the left is the income and expenses display and this reports is a date
based snapshot.

Meaning: that you can change the date (by selecting the small date
range box in the top left of the screen) and view the income and
expenses breakdown for a particular time frame .

For example, you may choose to look at the income and expenses
breakdown for just this month, or the entire year.
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You will an overall figure for both the Income (in green) and the
expenses (in red) and down the bottom you will see some ratios.

Summearny

Remaining Income $14,800.00
Expense | Income Ratio 7.50%
Passive [ Income Ratio 0.00%

The remaining income is simply your total income minus your total
expenses for the time period chosen.

So - if you have $1000 income and $500 in expenses, your remaining
income will be $500

The Expense to Income Ratio is the percentage of your income that is
taken by your expenses. For example — if you have $1000 income and
$500 expenses, your ratio will be 50%

If your expenses were only $200 — that ratio would drop to 20%

The aim is to have the lowest ratio possible. The least amount of your
income that is absorbed by expenses, the better.

The Passive Income Ratio is a measure of how much of your income is
generated via passive means (not working — such as investments etc)

Each time you enter a new income, you can select that the income is
Passive — and this will be taken into account on this report.
The goal — is to have the highest ratio of passive income that you can.

The Assets and Liabilities Snapshot

On the right side of the financial statement is the assets and Liabilities
shapshot —

This snapshot is a cumulative view of all the assets and liabilities you
have loaded into the system (below)
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Assets
$7,500.00
Liabilities
$3,500.00
Worth $4,000.00
True Equity Ratio 53.33%

This overview will show your total assets (in green) and your total
liabilities (in red).
The summary screen shows some ratios for you.

Your Net Worth is simply your total assets minus your total liabilities.
The goal is for this to be as high as you can.

The true equity ratio is showing as a percentage, how much of your total
assets is actually yours — (without the liabilities)

For example; if you owned a house, worth $100,000 and your mortgage
or loan against that house was $50,000 then your true equity ratio would
be 50%.

If you paid off some of that loan - and now only owed $30,000 then
your true equity ratio would increase to be 70%

The goal is to have the highest true equity ratio that you can.
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The Options

The Options are of the program allow you to set up individual
preferences.

The options area can be found under the General Tab from the main
menu, as shown here.

Q Cahlow Sctware - o=
# — —— f Current Acoount
] J——
l_ E‘ m} o > ‘ All Accounts v
Category List Lger List vay Options

Budge! Dalty Evant Mol Event [sant Casndar Financial Stalement

Francsl Sutenent

Income Assets
$16,000.00 3 _ $7,500.00

Pasaive mcome

Expense Liabllities
$1,200.00 $3,500.00

Sommary

Remaining Income $14,800.00

Expense / Income Ratio 7.50%

True Equity Ratio
Passive | Income Ratio 0.00%

When you click on the options button, there are four areas of the options
shown on the left side of the new screen.
Startup, Recurrence, Miscellaneous and Skins

Q, Gptoes =

Options
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O - E—

Fasawoez a2imis

Starup Curent Accound

o~ Al Accousts
acadias e
‘l Santep Ve
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. - -
Wugad)r Lo
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Fumasal St
Apply Camoet
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The startup options allow you to designate if you want Auto Log in.

If this is ticked — the system will Auto log in when you click on it. No
password will be required. If you prefer to enter a password when you
log in, then you can UNTICK this option and the system will prompt you
for a password on startup.

You can also choose the default account (or all accounts) to have in the
startup view

And you can select which window will display as your ‘home’ or starting
window.

The recurrence options are simple.
Q. Options a

Options

Recumence Options

o Startup 1

Maximum Recurrence Date

ey Recurence

03M212015 £
e i
b Miscellaneous
A

i Skins
.
.

[ |

Apply Cancel

|
1
L
1

You can select the maximum date range looking forward for recurring
transactions to post. The default at purchase is set to post three years
forward. We do suggest leaving this set to three (or maximum 5) years.
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Otherwise, recurring transactions take a long time to load into the
program and edit. The issue here is as you approach the maximum
posting time, you will need to recreate your recurring transactions so
they post for another (example) 3 or 5 years.

The Miscellaneous options give a few choices for you including being
able to designate your backup folder, and the ability to set an alert (in
form of a screen warning that pops up).

Q, Options ]

Options

Miscellaneous Options

o Startup

Recumrence

[ | Main Window Cross Minimizes to Tray

Backup Folder

Miscellaneous

L] Alert when transaction has Account has

Negative outcome or Liabkility goes into Credit.
Skins

Alert Check | 10 v | in advance
Apply Cancel

= y e . -

The alert check option will look forward ‘X’ number of transactions to give
you the alert.

The way it works is this...
Say you setup a recurring expense of $1000 a month.

For the next few months, everything is fine and it does not cause any
troubles. .. but, what if in 6 months time, you had a major expense that
was due, and that particular recurring transaction makes your account
go into negative. Well — with the alert turned on, it will show you an alert

Page3 5




36

screen. The amount of recurrences to check — works as follows.
If you set it to 10, it will check the balance in the account for 10
transactions in the future.

If your transaction recurrence is monthly — it will check forward 10
months.

If the recurrence is weekly, it will check forward 10 weeks — and so on.

The Skins area of the options allows you to change the colour scheme
of the program.

Q. Options a

Options

c Startup Active Window -

Recumence

l BEutton J

. | Miscellaneous
4

Change Theme:

Skins
EhgnﬂE St}IE I"_-I" 1 1 1 1 1 1 1 1 1
1 1 1 1 1 1 1 1 1 1 1
Brightt B
rightness o

Apply | Cancel

The active window will show you the result of the skins (colour) change.

So you can see the result before you save.
The change theme area will allow you to choose the overall colour, and
then you can choose the style and brightness by using the slider bars.

Once you have made all the changes you want to in the options area,
make sure you click on APPLY in the bottom left corner, to save those
changes in the software.
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Reports

The reports are of the software gives you the ability to see in visual
format the information in the program.

The expenses Graphs and charts, shows a graphical breakdown of the
expenses in the system — per date range.

You can set the date range you are looking at in the top right hand
corner of the screen and the graphs will refresh to show the breakdown.

ONLY EXPENSE CATEGORIES ARE SHOWN.
If you want the system to report on the expense, it must be allocated to a
category.

Dwte Fitwe
o Lzpenses Summary (¥i) 5 This Month

. Expenses Sommary (Bar) ) Fam (03012012 (T8 103512012 [ | Relresh |

The expense reports are visible in both pie chart (shown above) and in
bar graph format.

The other graphs available here are the accounts summary graphs
showing the running totals of the accounts as either a Bar or line graph.
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