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Creating your dataset

When you have installed Home Accounts 4 on your computer, run the program.

' FGSNI GKS 21 RAy3
I GRIFGFaSdée ArAa (K
database, and the collection of da
tables, that holds your data.

Initially there will be no datasets liste
inthea{ St SOU RI (ido &8
first thing we need to do is to creat
one.

Click on tle [New] button to create youl
dataset.

The program now needs to know whe
we want to create our dataset and whi
we want to call it.

The program suggests a default locati
for you; the Datasets foldeif you want
to create the dataset in a differen
location, use the buttonto the right of
the location field to select a location

Enter the name you want to give to th
folder that will hold your dataset.

Click [OK] to continue.

2 §
RIGFasaé
On the first pag we are asked to giv
our dataset a name. This can be t
same as the folder name we ju
entered or it can be somethin
different.

Click [Next].

aONBSy KI a

Of SI NER¢ e @ Xy BA S ©

|| Select dataset

Double-click on a dataset to open it
Click on New to create a new datasst
Click on Browse to add back an existing dataset

Reference HName Year end Location

Location ||

2]

I Rlew | Open Browse Delete [ Register | Close

|| Location for new dataset

Where do you want to create your new dataset?

Click on the button to browse your computer and selact a location.

Clsers\Public\EZPZ Software'Home Accounts 4\Datasels

A new folder will ba created in the above location to hold your data files.

What name do you want to give to the new folder?

Smith Accounts 2013

OK“ Cancal ]

# New dataset

Name your dataset

The dataset name appears in the window title bar, the status bar and in the list in
the Select Dataset window.

The dataset name can be the same as, or different to, the folder name

Dataset name (|Smith Accounts 2013

Finish [ Cancel

MNext > %_]

(=

(.|

(2]

Home Accounts Wser Guide

© EZPZ Software Limite

d 1




On the next page of the wizard we a | 4 jew daaset e
asked to select the base currenioy our

Select the Base Currency for your dataset )
dataset The program needs to kno\ )
what currency you are using even if yt
are not planning to use the multi Select your base currency using the dropdown
Currency features_ If the required currency is not listed please use one of the defaults. You can then

add a new cumrency after the dataset has bean created.
¢KS RSTFlhdzA G aD.t¢
be suggested and you will want this
the base currencif you live in theUK.

Base cumency |GBP |+ | Pound Sterling

enable multi-currency option

If you will also need to include in yot
data bank accounts that are in
currency other than the base currenc

GAO] G(KS OFRNNBYDe [ <Back [ Med> ] Einish | Cancel
checkbox.

Click [Next].

On the next page we are asked to selt | » yew dataset e
a date touse as our financial year end Select a year end date @

The end of the current UK tax year w
be suggested. Change the date

Select a date to use as the end of your financial year

required.
Click [Finish] and confirm that you wa
to create this new dataset. Year end date | 05/04/2014 | ¥
<Back ... x> [l_,_[ Cancel

The program will create our new dataset and then addhe accounts and categories ready for us to
usebefore displaying the Accoumpage
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There are several settings in Home Accounts 4 that can be changed to suit your individual
preference.

Account and category headings

These & the group headings that appear in bold type on the Accounts page and the Categories
page. They are also used in various reports. You can change the text of the headings to suit your
personal preference.

SeeAccount / céegory headings

Changing font and font size

The fontand font size used for displaying data and on controls, such as buttons, can be changed as
required.

SeeMy Settings

Grid lines

A grid control is similar in @earance to a spreadsheet. It has rows and columns that are separated
by grid linesvhich can be turned on or off.

SeeMy Settings

Configuring the Accounts page

The relative sizes of the Accounts list, Catarahd Events list can be changed to suit your personal
preference.

SeeConfiguring the Accounts page

Configuring the Categories page

The relative widths of the Categories list and the Tracker can be changedt tpoguipersonal
preference.

SeeResizing the Cateqories List/Tracker

Configuring the Account ledger page

Transactions can be shown with a background colour to indicate whether or not they have been
reconciled to astatement.

SeeReconciled transaction colours

Home Accounts Wser Guide 8 © EZPZ Software Limited 201
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Home Accounts 4 supports multiple currencies enabling you to record transactions involving foreign
currency bank accounts.

A base currencys selected for the data at the outset and this will usually be the currency of the
country that the software is being used in. Transactions that are in a currency other than the base
currency are referred to as foreign currency transas.

Enabling multicurrency support
To use multiple currencies with the software you must first enable reultiencysupport.

Select the "Dataset defaults" option on the Settings menu. When the Dataset defaults window
opens, selecthe Currency tab. Tick the "multurrency” option.

Click [Save] to save your changes.

Once the multicurrency option has been selected, you will not be able to deselect it, and return to a
single currency system, if there are any foreign currency adsaused in your data; these must first
be deleted.

Setting the base currency

Your dataset needs to have a base curreseyfor it irrespective of whether or not you are using
multiple currencies in your data. &hase currency will usually be the currency of the country that
the software is being used in. You can select a different base currency up until such time as
transactions have been entered.

To select a different base currengelectthe "Dataset defaults” option on the Settings menu. When
the Dataset defaults window opens, select the Currency tab. Select the currency you wish to use as
the base currency using the dropdown provided.

Click [Save] to save your changes.

Note: if the reqired currency is not in the Base currency dropdown list you should close the Dataset
defaults window and then add the new currency via the Currencies option on the Settings menu. You
can then return to the Dataset defaults window and select the newly addectncy.

Home Accounts Wser Guide 9 © EZPZ Software Limited 201
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The Home Accounts 4 screeonsists ofour components.
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1. The nenu bar

File Edit Settings Utilities Window Help

¢KS YSydz 6l NJ A& GKS AGNALI NHzyyAy3d | ONRPaa G(GKS (2l

a{SGdAgodAE | YR

When you click on one of these words, a dropdown menu containing a list of optiireppear. A
YSydz Ada NBFSNNBR (2 08 (KS g2NR GKIG 22dz Of 0]
YR a{SdGAy3a YSydz I NB O2YY2yfé& dzzaSRO®

2. The mairtoolbar

Accounts | Ledgers

2 9D 2 Y 3 5 @

Add Edit account Delete Budgets Comgare Reports. Help
account account actuals

The main toolbar is locatdokelow the menu bar and consists of a number of pages with tabs labelled

G! 002dzyiaé¢s a[ SRASNARES G/ GSA2NRSEAE yR a2 2y o
buttons it contains, to tk front and changes the main page. The buttons on a tab are relevant to the

main page displayed so, for example, clicking on the Accounts tab (shown above) will bring the
Accounts page of the main toolbar to the front and display the Accounts page indimepage area.

3. The main page

The page displayed in the main page area is controlled by the tab of the main toolbar that is clicked
on. Thus to display the Categories pgge would click on the Categories tabtbhé& main toolbar.

4. The status bar

The status bar runs along the bottom of the screen below the main page area and contains
information about the current dataset and logged on user.

Home Accounts Wser Guide 10 © EZPZ Software Limited 201
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The Accourgpage will automatically appeas the main pagevhen Home Accountdis started. The
Accouns page idisplayed whenever thAccounstab of the main toolbar iselected

The Accounts page is split into two parts; the Accounts list and the Calendar.

TheAccounts list

The Accounts list shows a list of the accounts in our dataset along with the balances. Accounts are

grouped together based on their type:

I Bank accounts and cash

{ Investments
1 Other assets
1 Credit cards and charge accounts
9 Cther liabilities
{2YS 2F G(G(KS&aS KSIRAy3Ia YIre y2i( 0SS Grarofts
Accounts dh = e @ B4
Date | 24/04/2014 b [7] ghew sub-accounts | show dormant accounts
Account Limit £ Foreign balanmCummency Projected £  Balance £ Group £ +
|Bank accounts and cash
First Direct joint account -999 11 47345
First Direct sole account 250.00 206.25 206.25
First Direct savings account 1,986.18 2.086.18
Euro bank account 228117 EUR 1,254 61 1,264 61
Cash T00.00 300.00
4,330.49
Investments
BT shares 245.00 245.00
245,00
Other assets
Property owned 7500000  75,000.00
Motor vehicles 4.500.00 4.500.00
19, 500.00
Credit cards and charge accounts
MBHA credit card 16.99
A16.99
Other liabilities
Loans
Mortgage 9,654 23 9654 23
A,654.23
i [
GBP Projected 73 23870 Group 7440427

Balancesre calculated based on the date shown at the top of the Acapexje Transactions dated

before or on this date wibe included in the balances. You can change the date to a different one to

see the balancess they wereat that date.

The Projected column shows the projected balafarean account based on actual transactions and
pending bils, credit card payments and automated entries that have not yet been proceBsed.

Home Accounts Wser Guide

11

© EZPZ Software Limited 201

ezd



default, automated entries that fall due in the next 30 days are included; you can change the number
of days if required by clicking on the Accounts List [Configure] button

Each groupof accounts has their balances si? G I t ft SR yR &aK2gy Ay (KS ¢
accounts, cash, investments and other assets will normally have a positive balance shown in black,
whilst credit cads and other liabilities will usually have a negative balance shown in red.

The grand total of the group balances is shown at the bottom of the Accounts list and represents
your net worth.

Investment accounts

By default, the historical value stored in theansaction is used to calculate the balance of an
investment account. If you would prefer to see the balance displayed using the current investment
price you can change the setting using ataset default®ption on the Settings menu.

Foreign currencyaccounts

If the multicurrency option has been selected for the dataset, two additional columns headed
GC2NBAIY ol t | y Oflléappeay iR thet AcdatidéBist. TBese two columns will only
include content for foreign currency accounts. The Foréigiance column shows the balance of the
account in its native currency and the Currency column shows the currency code for that account.

Thefiguresdisplayed in theLimit, Projectedand Balance&olumns are always in ¢hbase currencyf
the dataset.

Where the account is a foreign currency accothe balance in the Balance column is calculated
using

9 eitherthe historicalexchange ate stored in each transaction
9 orthe current exchangeate from the currendes table

By default, the historical exchange rats stored in the transaction is usead calculate the
equivalent base currenclgalance If you would prefer to see the base currency baladisplayed

using the current exchange rate you can change the setting using the Dataset defaults option on the
Settings menu.

The current exchange ratdrom the currencies tableis alwaysused when calculating the base
currencyvalueof pending transactions and automated entries involving a foreign currency account

Account status

Thestatu2 ¥ 'y | O02dzy i Gl y2 NI SaR@ANjYR YNNI Odidsrdit Kidis fork S
accounts that you no longer use but wish to keep on file in order to retain their transaction history.

1 O02dzyia GKIFG FNB R2NXYIFYy(d Attt 2yfte FLIWSEN Ay i
option, near the top of the Accountsage, is ticked.

Tip: dormant accounts are excluded from the Account selector on the Account ledgers page.

To change the status of an account, doubliek on the account to open the editing screen. On the
G! 002dzy i RS {otukiciEK S AR QBRR@AYIGe 2LIGA2Yy GKSy Of A 0]
to save your changes.

Subaccounts

Each account can contain one or masabaccounts An account that contains skdccounts is
referred to as the "parent accountA subaccountcannot cantain further subaccounts.

A subaccount inherits its currency and status frots parent account. Thus if you make thgarent
account dormant, any suaccounts it contains will also become dormant.

Home Accounts Wser Guide 12 © EZPZ Software Limited 201



Subaccounts can be used for bank accounts to idensifportion of money that relates to a
particular purpose. For example, within a savings account you might havacsobnts such as
"Holiday fund", "Xmas fund" and so on. Note that the money contained within aasabunt is not
separate from its parent aocint but is part of it.

The Accounts list can be viewed with just the parent accounts displayed or with parent and sub
accounts displayed. If only parent accounts are being displayed, the balances shown for the parent
accounts will also include the balarscef the sukaccounts they contain. To view salbcounts as
separate entries in the list, and with separate balances, tick the "shovascbunts” optiomear the

top of the Accounts page

Renaming accounts

When you create dataset, several accounts areeated for you. Some of these accounts will not be
needed by you and can be deleted; others can be renamed appropriately to reflect the actual bank
accounts and credit cards that you have.

You carrenameany ofthe accountn the Accounts pagso that they reflect your actual accounts.

For example, dubleclick on the [ gmacoum =
account O dzNNB y'[_'j f e y | Account details l Physical | Agcgress | Comsct | notes |
I OO 2 dzy,(ito dpené the editing
window for that account

585t SGS gKIFG Aa Od
field and type in the new name yo
want to give this accountfor example
GCANEG 5ANBOG 224

Click [Save] to save the changad
close the editingvindow.

Mame | Current account %4 GBP

Ovardraft limit £ 0.00 dormant account

Sub-account of | [none] |

Savings budget

Save Closa

The updated account name will k
displayed in the Accounts list.

Repeat the above procedure for any other accounts you want to rename.

Adding accouats

If you need more accounts than the accouttiat were initially created/ou with you can add more
accounts to the list.

To add a new account click olmet [Add account] Accounts |
button on theAccounts tab. 4 4 4
2 2 2 v
Add Edit account Delete Budgets
account account
5.} Select account type @
In the window that appearsetect the type of Bk
accountyou want to addrom the dropdown list A bank account
Click on the [OK] button to continue. s
Cancel |
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Enter a name for the new account

Account details

.L,] K S d I o é 2 dZ)/-l.,J y‘ I Y Account name | First Direct sole accoun]
accountsare allowed tohave the same
Sub-account of | [none] -
name.
L. . Crerdraft limit £ 0.00
Enter the overdraft thit if this account o N
has one.

Click [Next] to move to the next page.

Enter the rest of the details as require:

Hext = [ Einish | Cancel ]

You can add an opening balance for t | # newaccount wizard ==
account on the last page of the wizard | Opening balance @)
required.

Enter the amount of the openin Date | 0504/2013 | &6

balance in the fi& provided and
indicate whether the balance was |
credit or overdrawn. Amount £ 245,67 & In credi

ovardrawn

In the case of a new investmel
account enter values for the quantit
and price; these values are used
calculate the value in the Amount field | [ <8k | e~ Buish )| Gacod |

Click [Finish] and confirm you wiao create this account.

The wizard will close and the new account will be added to the Accounts list in the group that it
belongs to. If an opening balance was entered the transaction will appear on the account ledger.

Repeat the above procedure for anther accounts you want tadd.

Deleting an account

If you find that you have added an account in error, or do not need one of the default accounts that
were created when you created the dataset, it is easy to remove it.

Click onthe account you want to remove in th&ccounts liseand then click on the [Delete account]
button on the Accounts tatof the main toolbar. You can also rigtitck on the on theaccountand
select the "Deleteaccount option from the menu that appears.

Tip: an account can only be deleted if it is not referenced anywhere on the system, for example in
transactions, automated entries or pending bills. If the account you want to delete has any sub
accounts, these must be deleted first.

Account/category heading

Account and category headings are the group headings that appear in bold type on the Accounts
page and the Categories page. They are also used in various reports. You can change the text of the
headingdo suit your personal preference.

How to changeyour headings

Select the "Account/category headings" option from the Settings menu to display the
"Account/category headings" window.
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The "Type" column shows the type of account or category that this heéslattached to.

The "Heading" column shows the current text used for the heading. To change the text of the
heading you can edit the text directly in the cell.

Use the [Save] button to save any changes you have made.

Configuringthe Accounts page

The relaive widths of the Accounts listCalendaand Events listan be changetb suit your personal
preference

i Click on the [Configure] buttah I G G K

m S 2L 2F GKS 1 002dzyia f
W4 1 002dz/Ga LI IS¢ GAYR24 O

i

EE:J Configure Accounts page
The first ontrol is used to set the width of
the Accounts list as a percentage of the pay
width. Thus if you change the value to 60%
then the Accounts list will take up 60% of tr _
page width and the Calendar will occupy th | Height of Calendar s a percentage 60 =) %
.. of page height
remaining 40%.

Width of Accounts list as a 50 = %
percentage of page width

Days of automated entries to 30 = days

The second control is use¢d set the relative include in projected balance

heights of the Calendar and Events list by
setting the height of the Calendar as a
percentage of the page height. (

Save ] Close ]

¢tKS GKANR O2yGNRf A& dzaSR (G2 asSi GKS ydzvoSNI 27
included in the projead balance of an account. For example, if you set the value to 90 days the
program will calculate the automated entigstalments that will fall due in the next 90 days and use

them in calculating the projected balance for each agtaoncerned.

The Calendar

The Calendar occupies the rigiind side of the Accounts page and is used to display upcoming
events. Events consist of reminders, automated entries, pending bills and credit card payments.

Below the calendasithe Events liswwhich shows any events for the selected date in the calendar.

Different icons are used to represent the different events:

_J pending reminder @ automated entry
(-)J completed remmder f_ pending bilV credit card payment

Adding items to the Calendar

Locate the buttons at the top of the Events list. E:}I é? % Q
Click on the [Add] button. )
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In the window that appears, seledté type of event you |©3seiect event type =
want to add and click [OK].

reminder

See these pages for more details on adding the i
indicated: @ pending bill

T reminder- seeReminders

1 pending bill seePending bills
1

1

credit card payment

automated entry- seeAutomated entries automated entry
credit card payment see Credit card paymen
record

oK) Cencel |

Changing thecalendar month
Use the date control to change the month currently being viewed on the calendar.

@ July 2013 El—— move forward one month

move back one month click to change month / year

Use the arrow buttons to move backwards or forwards by one month.
Click on the month name to display a list of adjacent months to choose from.

Click on the gar to display a list of adjacent years to choose from.

Changing calendar event colours

w= The background colours of events on the calendar can be changed to suit you. Click on the
ﬂwﬁ Calendar [Configure] buttoto open the "Configure &lendar" window.

{E} Configure Calendar @
Click on a colour swatch t P Calendar
change the backgroun:
colour for that item.

Select the "Calendar" tab.

Event background colours

Click [Save] to save the ne Reminder []
colour Settings and appl‘ Click on a celour
: Payment out |
them to the calendar. |:i fﬁ“eatcir?otﬂ-cr’a”ge
Receipt in |:|

Save || Close |

Filtering reminders

A reminderhas a statg that can be "pending" or "completed". If you only want pending reminders to
appear on the calendar you can set a filter to do this.

Y Click on the [Set/Clear filter] button.
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A window entitled "Filter List" wil [\ Fitertst

appear_ Select a field from the list on the left.
4 - .
In the Ieft-hand ..Fieldu Column Cdk on Enter filter criteria for that field on the right.
"Status”. Field Status
. . : " . ' Remindar type - W« Valus =
In t_he righthand |IS'["tICk the p:endln'g B coniog
option. Leave the "completed" optiol ¥ pending
unticked.

Click on the [Set] button to set the filter

Only pending reminders will now appe
in the calendar.

Set [ Clear [ Cancel

% The button icon will change to show that a€ilhas been applied.

Editing an event

You can edit an event in the Calendar Man
clickingdirectlyon the event.

L Appointment

¥ Pending Iji}n

¥ Pending sfer
You can also edit an event by first clicking  gyents 31 March 2014
the day number in the Calendar, so that tl : :
Events list is updated to show the events i |« Reminder Appointent
the selected day, and then doubddick on the L Pending transaction, Pending bill 105.00

event in the Events list or use the [Edit] butt
whilst the event is selected.

Pending transaction, Pending transfer 100.00

Processing an event

Q Automated entries, pending bills and credit card payments can be processed directly from the
Events list byighlighting the event and then clicking on the [Process] button.

Deleting an event

% Reminders and pending bills can be deleted from the Events list by highlighting the event and
then clicking on the [Delete] button.

Automated entries must be deleted vilae Automated entriedab.

Credit card payment records must be deleted via@redit card recordcreen.
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An account ledgeis a list of the transactions that have been entered for a particular account.

Selectingthe account you want to view

An accoun® Eedger can be viewed by first selecting tbedgers tab of the main toolbar and then
selecting the account using the Accowselector

Account ledger

ST First Direct joint account )
27T DEIE‘FHS‘ D?recl Jjoint account

i First Direct savings account
Cash
MBMA, credit card
Property owned
Moataor vehicles
Loans
Mortgage

irst Direct solepccount

If the selected account has any sabcounts, the transactions for those sabcounts will be
included in the ledger for thparentaccount.

If the selected account is a salgcount of another account, only the transactions for the-aabount
will be included in the ledger.

A subaccount will appear beneath its parent account re tdropdown and is shown indented and

with a colon ":".

Tip. dormantaccounts are excluded from thccount selectarlf you wish to view the ledger for
a dormant account yomust change its status back to active

Putting your accounts in er

To make working with théccount selectoeasier, you can change the order in which the accounts
are listed so that the accounts you work with most are at the top of the list.

N Click on the [Set order] button O [§set order of accounts
U\} the Ledgers tab.

Use the buttons in the left-hand column te click and drag an
Setorder | the window that appars change | L% fteminiosneworder

the order of the accounts in the list by clickil

and holding down your left mouse button whil

positioned over one of the buttons.

. First Direct joint account -
I3 First Direct sole account
| |First Direct savings account

Keep your left mouse button held down ar | [Tmsua credi card
drag the account up or down in the list to tk | [ Propery owned
desired position. [JLoans

Oncethe list is in the order you want it click ¢
[Save] to save the new order. =
l Save H Close J

Tip: when changing the order of accounis
they will still be grouped in order of account

type.

Period selector

If you want to view transactions and totals in the ledger for artdr time period you can do so using
the period selectar
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All transactiors whosedate lies in theselected period will be displayedransactionslated before
the period are totalled and shown @s'Balance brought forward". Seleoy a different period will
update the account ledger to show those transactions dated in the new period.

Period | Current 3 months: 1 Feb 2014 - 30 Apr 2014 Izl

Transactions dated in the future, i.e. after today's date, are shown in grey instead of black.

Ledger totals

The Totalstrip, locatedbelowthe acount ledgerbut above the Pending transactiossction shows
the totals for the selected period.

The End lalance shows the balance of the account based on all transactions entered including
transactions dated after today's dat

The Balance oday shows the balance of the account including transactions dated up to, and
including, today's date.

TheProjectedbalance is th&End balancelus the total of pending transactions for the account.

Reconciled transactiokolours

Transadbns can be shown with a background colour to indicate whether or not they baea
reconciled to a statement.

You can change the background colours us
the [Configure] buttorat the top right of the
Account ledger page.

17
J:Ef Configure Account Ledger ||

. . Reconciled transaction background colour
In the window that appears, click on a colol . |—]

swatch to select a different colour.

If you want transactions to be displayed wi Unreconciled transaction background m
no background colour, select white as tl colour

background colourfor both reconciled and
unreconciledransactions.

Click [Save] to applhé new colous.

| _Sae | Close

Filtering transactions
You carview a subset of youransactionausing the transaction filter dropdown.

Alltansactions |4

All transactions
Reconciled transactions —

Unreconciled transactions k‘
Regular transactions
One-off transactions

LAl B alal

Split transactions
2dz Oy @OASs GKS aLXAGE GKFG YF1S dad aLXAG GNI Y
box is ticke, split transactions in the ledger are expanded so that the category and other details for

each split are displayed. If the box is not ticked, a split transaction will appear on one row of the
f SRASNI g AGK af {LXAG GNIyalOlAzypé a Ada OFaGS3aA2N
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Pending transactions

Any pending transactions for the currently selected account are displayed in a separate section

headed "Pending transactiohst the bottom of the Account ledger page beneath the ledgdal®
strip.

Pending transactionsonsist of:

1 pending bills
1 automated entries that are due but not yet processed
1 credit card payments

'J The Pending transactiorsection can be collapsed, to give m@@ace to the Account ledger,
using the [Collapse] button.

&L % Q The buttons on the Pending transactionsader strip can be used to add, edit
deleteand proces&ntriesin the list

Automated entries must be deleted via theitomated entriestab.

Credit card payment records must be deleted via@redit card recordcreen.

Finding a transaction

ﬁa You can searcfor a particular transactiorusing the [Find] button at the top right of the
Account ledgepage

When you click orthe button, a window [ g s
will appear in which you can enter th
detail you want to find.

Find what? | Tesco [ Findigexl || Findall |

[ case-sensitive

You can enter text, numbers or dates. When searching for an amount the search is carried
individual transactions; you cannot search for the total of a split transactioly for the amounts o
the individual splits.

Tick the "casesensitive" option to find exact matches for the detail you enter.

Thesearch is carried out acrogsnsactions forall accounts. If théound transaction is not on the

currently displayed léger the value in the Account selector will automatically change to displa)
correct ledger.

Click on the [Find next] button to move to the next entry that contdiimesdetail.

If you clickon the [Find all] buttorthe windowwill expandto displayall the entriesfound. Click on
any of the entries listed tgo to that transaction.

(K} Find =
Find what? | Transfer Findnext || Findal |
case-sensitive

Date Field Value Account

02/01/2014 Details Foreign transfer 1 First Direct joint ace ~

02/0172014 Details Foreign transfer 1 Euro bank account

03/01/2014 Reference Transfar Euro bank account

03/01/2014 Reference ransfar First Direct joint acc

03/0272014 Reference Transfer First Direct joint acc

03/02/2014 Dletails ransfer to cash First Direct joint acc -

Tip: you will only be able to go to a transaction, listed in the results, if the transaction meets
current filtering criteria for date, type and so on, such that digplayed in the ledger.
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Editing/deleting a transaction

You can edit a transactioim the account ledger by doubldicking on itor rightclicking it and
aStSOGAY3a Ga9RAG (NI yal Odrhiwldpe BriNRiting wirkdGv wieeyyoz G K |-
can change the details of the transaction as required.

Once you have made your changes click on the [Save] button to save them. If you decide you don't

want to save the changes you have made, click on [Close] to close tivgeslihdow without saving
changes.

You can delete transactionby right-Of A O1 Ay 3 A (Deldteyi NI ¥ &1 SOGRYH FNRY
that appearsor by editing the transaction andsing the [Delete] button at the bottom leftf the

editing window. Deleting a transaction will permanently remove it from the account ledger and
update the relevant account balances. This action cannot be undone.

Tip: @re should be taken when deleting or changing the amount of a transaction tisabden
reconciled as this will affect the reconciled balance of the account that the transaction relates to.

Foreign currency accounts

When you first open the account ledger for a foreign currency accoth@ transactionsare
displayed in the native currency thfat account.

You can use the currency selector dropdowhthe right of the Account selectd toggle between
viewing the transactions in the nativercency or in the base currency

When the base currencis selected the exchange rate stored in each transaction is used to calculate
the equivalent value of the transaction in the base currency. This does not change the transaction in
any way.

Account | US Dollar account |Z| usD |z|
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Home Accountgl usescategoriesto help you to identify where your money comes from and what
you spend it on.

Each category has a typghichcan be 'Income’ or 'Expense"

w anincome category inormally used when money is being received
w an Epense category isormally used when money is beipgid out

C2NJ SEFYLX S5 &2dz YAIKG KFE@S |y LyO2YS OFGdS3a2NE y
as the category when recording the receipt of your salary into the bank.

Similarly, you migh KIF @S Iy 9ELISy&asS OFdiS3I2NE yIYSR a4l 2dza$§
this as the category when recording the payment of an electricity bill.

Over a period of time you will then be able to see how much has been spent, or received, on a given
categoryby examining the transactions that were made against that category.

There may be transactions that you record that do not involve a category but instead involve another
account. For example, if you have set up a mortgage as a liability account then ageoptyment

will involve the movement of money from a bank account to the mortgage account and the change in
the balances of the two accounts will be reflected in the Accounts list.

Each category can contain one or matg-categories For examplea categpry named Household

expense$ might have sulD § SI2NA Sa yIFYSR a9f SOGNMWOwaudbe | YR &
able to see how much we spent in a period on electricity and on gas and also how much we spent on
household expenses in total.

A subcategorycannot contain further sulzategories.

The Categoriefist

The categories used in the software disted on the Categdespage which is displayed bselecting
the Categoiestab of the main toolbar.

The ategories in the list @ groupedinto Income categories and Expense categories. Wit
groupingthe categories are shown in alphabetical order.

You can choose to view just thearent
categories in the list or to include suategories
as well using the "show subkcategorie$
checlbox.

| show sub-categories

When this option is ticked, sutategories are Melidays

Accommodation

shown below the row containing their parer ...
category andare slightly indented. Travel

Household axpenses
Cleaning
Council tax
Electricity
Fuel ail
Fumishings
Gas

The two columns headed "Suategory and
"Category show the totals of the transaction
dated during the peria shown in the Perioc

selector You can change the period to view tl
totals for a different date range.

Period | All dates [=]
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The "Sukcategory column shows theotal of transactions processed tocategory orsub-category
and will only contain values if the "show saategories” option is ticked.

The totals shown in the"Category column consist of the total of transactions processed to the

category and its subategories

Renaming a category

You can customise the categories created by the progsa that they make more sense to you.

Simply doubleclick on the category tc [

open the editing window.
55t SGS 4KIG Aa Od
field and type in the new name yo
want to give thicategory

Click [Save] to save the change &
close the editngwindow.

The updated category name will be
displayed in theCategoriedist.

Adding a new category

~» Category

Category detalls | hotes |

Name | Wages & salany

Type | Income |

Sub-categories  Commission
Salary
State benefits
Wages

Edit budget

Transaction histary

Graph

Save |

Cloze

Home Accountd comes with a fairly comprehensive list of categotiesyou can also add your own

if you need to.

|® - A A
&b UKS dbSs
Add 9y G SNJ I
category

gAT I NR®

Click on tle [Add category] button, on the Categories tab of the main toolbar, to <
OF GSA2NE¢
YIEYS F2N) (OKESTENE OV IiBI2 NEA 8§

The category nhame can be anything you want but you cannot have two categ
with the same name. You can have two scdtegories with the same name as long as they b
belong to different parent categoriesfor example you could have a schtegory named

"Miscellaneous" in both a "Household expenditure” category and a "Motor" category.

If the category you are creating is to t
a subcategory of another category
select the parent category using tt
"Subcategory of" dropdown. The
dropdown contains only thos
categories that are not subategories
themselves.

If you select a parent categorthe
Typeof the new sub-category will be
the same as the parent and cannot |
changed.

# New category

Category name

Category name Dog chews
Sub-category of | Pet care

Type | Expense T|

< Back [ New > I Einish

Cancel

=l
o

If you havenot selected a parent category, select thigpefor the new category as either "Income

or "Expense".
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Click [Finish] and confirm you want to create ttégegory.

The wizard will close and the new category will be added tdat=goriedist.

Editing a category

As well as being able to change the name of the category, you can also change its type, if it is not a
sub-category of another category.

You carmakea category into a sultategory by selecting a parent category from thg aziegory
2FT¢é¢ RNRBLIR2SY O

If it is already a subategory of another category and you want to make it a category in its own right,
select the "[none]" option from the dropdown.

dick the [Save] button to save any changes you make.

Deleting a category

There may be some categories in the list that you are never likely to use and want to get rid of.

| You delete a category by selecting it in the list andhtleticking the [Delete category]
\3& button on the Categoriesab. Alternatively you canright-click on thecategory and

Delete select the "Deleteategory option from the menu that appears.

t . i
“EEY you will be asked toonfirm that you want to delete the category. Once eleld the

category record will be permanently removed.

Tip: acategory can only be deleted if it is not referenced in any transactions.
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Budgets are a tool that can be used to help you plan ahead by enabling you to forecastamder
over-spending or tglan a savings strategy for one or more bank accaunts

Budget values are calendaronthly amounts.

Income and expenditure budgets

Income and expenditure uzlgets can be entered via the Budgets window or via the record for a
category orasset investmentor liability account.

Savings budgets

Savings budgets can be entered via the Savings budgets window or via the bank account record.

Entering budgetwiathe Budgets window

You can use the Budgets window to view and enter budgets fgoall categories and accounts at
the same time.

;-.a For income and expenditure budgetglect the Categaestab and click on the [Budgets]
i\ button to open the Budgets window.

Budgets  For savingsbudgets: select theAccountstab and click on the [Budgets] button to ep
the Budgets window.

Budgets are groupetbgether based on the type of category or account and listed alphabetically by
category or account name within each group.

Budgets are shown faxyear commencing with the month shown at the top of the Budgetsiain
To view your budgets for a different periodnangethe month andor year and click theApply]
button.

Tip: if you have made changes to your budgets you must save them before clickingypibig] [
button or the changes will be lost.

Budget values cabe entered individually, by typing directly into the cells of the grid, or you can use
the controls at the bottom of thevindow to fill in all the budget value®n the current row of the
grid.

Use the dropdown at the botton ,

left of the Budgets window tc

This amount

Previous year monthly actuals

Previous year monthly average
Previous year budgets

sdect the replacement optior
required.

The options are:
This amount Replace all the budget values with the amount entered.

Previous year monthly actuals Replace the budget values with the actual total from the se
month of the previous yeat/- the percentage enteredincome
and expenditure budgets only)

Previous year monthly average  Calculate the total for the previous year then divide it by
and replace albudget values with the resuli/- the percentage
entered(income and expenditure budgstonly)
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Previous year budgets Use the budgets from the previous yeaf- the percentage
entered.

Click the [Replace all] button to replace the budgets on the current row of the grid.

Click on [Save] to save the changes to your budgets.

Tip: if your bulget is the same for all months with the exception of one or two, replace all
budgets with the same amount and then edit the values in the cells for those months whose
budget will be different.

Entering budgets via a categadigccountrecord

Budgets for arindividualbank accountcategory or asset investmentor liability accountcan be
entered via the category/account record.

1 To enter budgets for aategory, click on the Catedestab to display the Categmslist.
Locate the category in the list anduble-click on itto open the category record

1 To enter budgets for a bank accoumtsset, investment or liability accoumtick on the
Accounts tab to display the Accounts list.

Locate the account in the list and doutilick on it to open the account read.

Click on the [Edit budget] button, ¢ [[5g,ua s
the bottom left of the record window.

- . Year commencin March [+ 2014 |+ Appl
to open the budget editing window. Freommenens e Py

(Save changes before selecting a different period) All values shown in | GEF
Budget values can be entere
individually, by typing directly into the
fields for the months, or you can us
the controls at the bottom ofthe
screen to fill in the budget value fc
every month.

Mar 2014 300.00 Jul 2014 300.00 Mov 2014 300.00
Apr 2014 30000 Aug 2014 300.00 Dec 2014 300.00
May 2014 300.00 Sep 2014 300.00 Jan 2015 300.00
Jun 2014 300.00 Oct 2014 300.00 Feb 2015 300.00

Click on [Save] to save the changes | This amount =] 0.00 [ Replace all
your budgets.

[ save | Close |

For a description of the dropdown options see the section on "Entering budgets via the Budgets
window" above.

The procedure for entering budgetsa the record foran asset investmentor liability accountis
similar to that for a categonglick on the Accousttab, locate the account in the list and doubdick
on it. When the account record window opens, click on the [Edit budget] button ém dipe budget
editing window.

Comparing budgets with actual spending

The Budget comparison screen is displayed by clicking on the [Compare actuals] button on the
Categories tab of the main toolbar.

The Budget comparison screen shows actuals and budgethdqrevious 12 months and budgets
for the next 12 months.

You can view a different period by changing the month and year, using the dropdowns provided, and
then clicking the [Apply] button.
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Highlighted cellsnidicate budgets that were not, anay not be achieved. For example, if the actual
spending on Groceries in January 2012 was £1,025.50 and the budget for January 2012 was £900.00
then the cell containing the January 2012 budget will be highlighted. If the budget for January 2013 is
£1,000.00 then tk cell containing the January 2013 budget will also be highlighted, indicating that
we may need to consider incraag thebudget for that month.

In the case of xpensecategories andasset investment and liability acounts budgets will be
highlighted ifactual spending exceeds the budget.

In the case ofricome categories budgets will be highlighted if actual receipts were less than the
budget.

You can adjust the budget figurts a category or accourity doubleclicking onts rowin the list.

Comparingoudgets with actualsavings

A similar screento that described in the previous paragraph is available for savings budgetis and
displayed by clicking on the [Compare actuals] button onAbeountgab of the main toolbar.
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The Trackeprovidesa visualcomparisonof your income andspending againsyour budget.The
Trackerappears at the righhand side of theCategoriepage

The Trackerconsists of a series of coloured bars, each one representingiame orexpense
category. The totalof the transactionsand monthly budgetdor eachcategoryin the Tracker are
calculated and displayed on the relevant tracker.béme tracker bar fills up, like a thermometer, as
the total of transactions approaches the total budget and changes colour ifotlaé¢ of transactions
exceedghe budget

To view a different period in the Tracker, use the Period selector, at the top of the Categories list, to
change the period.

Tip: T the total of thetransactions for a category results in a negative balance a zero balance will
be displayed.

Addingatracker bar
You can add as mariackerbars to the Tracker as space allows.

ey Addingatrackerbar can be done bylickng on the [Addto trackei button at the top right of
the Tracker. Select the category you want to track from the list in the window that appears
and click [OK].
Alternatively, rigntOf A O1 2y | OFGS32NE Ay (KS NI QGISSINENASIA]G A
from the menu that appears.

Tracker bars are displayed in alphabetical order of the category name with expense categories listed
first and then income categories.

Tip: where a category that has swdategories is being tracked, the transacsoand budgets for
the subcategories will be included in the totals.

Removing a tracker bar

0/4800 B3| Youcamemove atrackerbarfrom the Trackerby clickngon thesmall[Remove]
—_— button at the top right of the trackerbar. The remaining tracker bars will be
repositioned to close the space.

Configuringthe Categoriepage

@ The relative sizes of th@ategoriesist
and The Trackecan be changed usin

the [Configure] buttonat the top of the

Categories list Width of Categories list as a G0
percentage of page width

l':fj Configure Categories page @

o

In the window that appears you can set t
width of the Categories list as a percenta
of the Categories page

L¥ @2dz R2y Qi gl yid
set the width of the Categories list i®)0%.

Click [Save] to apply the new setting.
[ Save " Close ]
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Configuring the Tracker

You can customise the colours used for 1 ) Configure T =
tracker bars to your personal taste.

Click on the [Configure] buttolocated at the Income item background colour |_
top right of the Tracker. Income bar undsr budget colour .
In the window that appears you can change Income bar over budget colour 4
colour by clicking on the colour swatch

21LISYy GAKSENK Elkk/oR #heé ebloul Expense item background colour |:
you want and then click [OK] to select it. Expense bar under budget colour .
Click [Save] to apply the new colours. Expense bar over budget colour .
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An investments one of the account types used by the system. Investment accounts are particularly
useful when you want to record stocks and share purchases and sales.

An individual investment record is linked to an investment account and a commodity

Unlike other account types, such as "assets" or "liabilities", when recording transactions for an
investment account you record quantities and prices. You can record current prices for stocks and
shares to give you an idea of the current value of youestments.

Investment accounts are one of the groups featured onAlseounts list

By default, the historical value stored in the transaction is used to calculate the balance of an
investment account. If you would prefer to see the balance display@djube current investment
price you can change the setting using ataset default®ption on the Settings menu.

Additional information about your investments, including current market valiseshown on the
Investments page. Click on the Investmeratls bf the main toolbar to view the Investments page.

The information shown in the list of investments on the Investments page is as follows:

1 Account ame- the name of the investment accoutttat the investment belongs to

T Commodityg the name of the commdity for the investment.

1 Type-the type ofcommoditye.g. shares.

T Quantity-the current number of units held.

9 Latest price the most recent pricger unitfor the commodityin the base currency.

1 Market value- the current market value = Latest price yaptity

1 At costg what the investment cost you.

1 Inc/decc the (inc)rease or (dec)rease in value of the investment calculated from the Market
value less the At cost value.

T Cost; other costs such as commission.

T Proceeds the total incometo datefrom sales, dividends or interest received.

9 At cost-the cost of the investment to date based on recorded transactions.

1 ROI(%)- the percentage return on investmentlculated as:

(Market value #roceeds; At cost- Coss) / (At cost+ Costs¥ 100.

Adding a new investment
r\sﬂj Click on the [Add investment] button, on the Investments tab, to add a new investme

Add
investment
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Select the investment account th [, =
investment will belong to. If the investmer

account does not already exisby can add Account | Investment 1 =]

it using the "Add new" option at the ver _ _ —

top of the dl‘OdeWﬂ list. Commadity Royal Mail shares =

Select the commodity If the commodity Opening balance
does not already exist you can add it usi Date 05/04/2012 |
the "Add new" option at the very top of th

- Quantity 1000_000(
dropdown list.

. . . Price 34500
If there is an opning balance for this

investment enter the details in the field:s
provided.

Armount 345000 | GBP

L_Saep | Close

Click [Save] to add the new investment.

Tip: you can also add a new investment account fromAbeounts page

Deleting an investment

Select the row containing the investmepbu want to delete in the Investments list and click the
[Delete investment] button on the Investments tab of the main toolbar. Alternatively, 1dtibk on
the account and select the "Delete investment" option from the menu that appears.

Tip: aninvestment cannot be deleted if it is referenced in transactiptfsese must be deleted
first.

Commodities

Commoditiesare used with investment records and indicate the commodity that the investment
relates to. Commaodities are managed via therf@oodities" window.

Click on the Investment tab of the main toolbar. Click on the [Commaodities] button to open the
"Commodities" window.

Adding a commaodity
Click on the [Add] button to add a new commaodity.

In the window that appears, type in the name of thew commodity and select the commodity type.
The TIDM code is optional.

Click on [Save] to save the new commodity.

Editing a commodity record

To edit a commodity highlight the entry in the list and click on the [Edit] button. Alternatively,
doubleclick an the entry in the list.

Click [Save] to save any changes you make.

Deleting a commaodity

Highlight the entry in the list and then click on the [Delete] button. If the commodity has not been
used anywhere in the system it will be permanently deleted.
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Commodty types

Commodity types are used to categoriseommodities Commodity types are managed via the
"Commaoditytypes" window.

Click on the Investment tab of the main toolbar. Click on tBenimoditytypes] button to open the
"Commaoditytypes" window.

Addinga commoditytype
Click on the [Add] button to add a nesemmoditytype.

In the window thatappearstype in the newcommoditytype.
Click on [OK] to create the nemammoditytype.

Deletinga commaoditytype

Highlight the entry in theidt and then click on the [Delete] button. If tleemmoditytype has not
been used anywhere in the system it will be permanently deleted.

Tip: certaincommoditytypes are created by the system and cannot be deleted.

Tip: commoditytypes cannot be edited abey values that are used in the completion of other
records.
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New transactionsare added for an account via th&ccount ledgermpage, which is displayed by
selecting the Ledgers tadf the main toolbar.

Select the account you want to add transactidmsusing the Accoungelector
Account | First Direct joint account IZI

There are several buttons on the Ledgers tab concerned with adding transaeatidinthese will
change depending on the type pf account you select.

The are the buttons that will appear if the selected account is a bank, cash or credit card account:

=
ﬁ

Enter multiple payments or

Entera single payment or receipt. e .
New New batch receipts all at once.
tranzaction
AB Transfer money between one -
WAC : - .
Hew bank/cash/credit card account anc openng Enter an opening balance.
transfer another. balance
- Revalue a foreign currency
Revalue account
currency

Enter a singlgpayment or receipt

£ The [New transaction] button lets you enter one transaction at a time. When this butt

N

weae  Clicked you will see window similar to the one below:

Enter details of the transaction USIr [ e, wansaction First Directjint account =
the controls provided.
~ A = 4 . ~ . Date | 12/02/2014 | v Preset [=]
{ N f" S Ol:I‘ A u K ? z Ly 7\ 2 y Reference | Visa Debit
FNBE NBO2NRAY3I | L
you are recording a receipt. Category | DVDs, CDs and tapes (Hobbie] x|
Click [Save] to save the transaction a Project [=
close the window Payee |Tesco

The transaction will be added to the li Details | Farry Potter box set

on the Account ledger page and tt
FY2dzyi o6Aff 0S5 ak
2NJ at AR Ayé¢ 02f d

Amount
GBP 2499

Spig | | Save ] Close ]

Entering a split transaction

[ SGQa al & @2dz RASRA modtvfSvhiéh Kauldibdicsitehjorised as groceriesou

also purchased a DVD. You want the total payment to show as one amount on the account ledger but
also want to record how much you spent on groceries and how much you spent on the DVD as
separateamounts.

¢CKIFG Aa GKS LiJdzN132asS 2F | qaLX AdG GNIyalOlAazyéo
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We start by clicking the [New transaction] button, as we did in the previous section, to open the
GbSg GNIyalOUuA2YE BAYR260

We enter the date and reference as we did before but this time, insteadleftseg a category using

the dropdown, we click on the [Split] buttort. KA & 2 LISy a GKS a{LX Al GNI¥ya
window we can add multiple lines each with its own category, project, details and amount as
required.

You can also mix paid out andighén items in the same split so that, for example, you could record a
NBEFfdzyR F2NJ Iy AGSY @2dz NBlidaNYySR o0& SyiSNAy3d GKS

If you make a mistake and want to remove a row just click on the row and click the [Delete] button.
The tem will appear crossed through and will be removed when the window is closed. Click the
[Delete] button again to recover an item that is crossed through.

¢KS a{LXAG G201Qft¢ FASER aKz2ga GKS Gz2GFrft 2F GKS
more paid outs than paid ins in the list and positive if vice versa.

L Newtransaction: Current account 51 ]
£
. Split transaction =)

Split total 74.19

Category Project Details One-off Paid out Paidin =

DWDe, CDs and tapes Harry Potter box set 2499

Groceries Vanous 49.20

4 |

Delete | | DK
Split Save [ Close

J£A01 (GKS ohYe odzid2zy G2 NBOGdNY G2 GKS abSs NIy

Note that some of the controls hav | . newtanssction: First Direct joint sccount Es
now been disabled as their content
defined in the individual splits tha Date 12022014 |~ Preset
makeup the transaction. Reference | Visa Debit
If you need to edit the splits befor B SRS i s & puid out
saving the transaction click on tr Project N
[Split] button to display thea { L. R Teaco e
UNJ yal OuAadaiie G6AYR _ : ane-off

Details Hamy Potter box set
Click [Save] to save the transaction a Amount
close the window. GeP 74.19

[ Save [ Close

The transaction will be added to ¢hlist on the Account ledger page and ttegal amount will be

aK2gy Ay (GKS atl AR 2dzié 2NJ atl AR Ayé¢ O2fdzyy Fa |
¢KS &/ FdSARNRAES LO21fedzyysr { LX AG GNIyalOQliAz2yphé FyR &3
column, will be blank since they efto mixed content.
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You can display the individual items that make up split transactions on the ledger by ticking the
OKSO1062E ySIN GKS G2L) NAIKG 27

aaKz2g

aLJ Adace

Entering a batch of transactions

i’_‘

The [Nev batch] button lets you enter one or more transactions at a time. When this button

s jS clicked you will see a window similar to the one below:

-

. Batch entry: Current account #1

Batch total GBP -303.75

Date Preset Reference Category Project Payee Details One-c Paid out Padin *
2410772014 Visa debit Groceres Tesco Shopping F 12535
240072014 Visa debit Groceries Asda Shopping | 78.56
240772014 Visa debit <Splt transac Tesco 99.34
24/07/2014 T
‘

Split Delete Save | Close

In this window each row will become a transactfonthe selected bank accoumthen saved.

Enter the informatbn in each column using the controls provided.

Use the <Tab> key on your keyboard to move from one column to the next.

ceLsS GKS

Y2 dzyi

or <Tab> on your keyboard. A new rowlwe added and you will be positioned in the first column

on that row.

Use the [Split] button to create a split transaction on any row. As noted in the previous section, some
2F GKS O2y (NPt

Use the <F6> function key on your keyboard to copy details from the cell directly above; this will not

work for split transactions.

a

2y

[j

0 KS

Ay SAGKSNI G4KS atl AR 2dzié 2N 4KS

KS NRgI & dzOKotbedvailateSvhenta NB 2 S O
split transaction has been entered as the row will refer to multiple mixed items.

The [Delete] buttoris used to remove a row from the grid prior to saving the transaction batch.

Click [Save] to save the transactions in the batch to the account ledger.

Entering a transfer

The [New transfer] button is used to record details of a transfemoney between two accounts
Either account must be a bank or credit card accodhen this button is clicked on you will see a

window similar to the one below:
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Select the account the money is beil |
Y2@OSR FTNRY dzaAy3
dropdown.

Q.‘E Bank to bank transfer

Date | 16/02/2014 b Reference | Transfer

Details | Bank to bank transfer
Select tle account the money is bein

Y2@PSR G2 dzaAy3
dropdown.

From account | First Direct joint account ~

GBP 50.00

Enter the date and the amount of th
transfer.

To account |Fils[ Direct sole account :'
Click [Save] to save the transfer a
close the window.

[ Save p | Close |

A transfer is actually comprised of two transactions, one appearing on thernddg each of the
accounts involved.

Ly GKS 6208 SEIFYLX SS AT 6S SEI Y ihy¥ Bansteksfows iS R3S NJ
GKS atl AR 2dzié¢ O2fdzYy YR KFa GCANBG 5ANBOG az2f S
T 6S SEIYAYS (KS 23833NIORINIGE CANEG (I NEKNBARAK NEYa/ K 2
YR KFa GCANBG 5ANBOG 22Ayd | O002dzyié & GKS LI &8

Foreign currency transfers
Transfers involving foreign currency bank accounts are also possible.

Where one of theaccounts is a foreign currency bank (or credit card) account and the other bank (or
credit card) account is in the base currenthye screen will look similar to the one below.

In this examm@ we are transferring ar
' Y2dzyi 2F emnn 7T
account to a sterling bank account, o
base currencyThe amount was receive
by the bank and converted into sterlir
and we received an amount of £56.18.

These amounts are eated into the two
Amount fields provided. The exchan
rate is also entered and this is store
with the transaction when it is saved.

It is also possible to have a transfer that takes place between two bank (or credit card) accoun

of which are foeign currency accounts.

EE Bank to bank transfer
Date 16/01/2013 = Reference | Transfer

Details | Bank to bank transfer

From account | Euro bank account =
Rate 1.7800000 | €%

EUR 100.00

To account | First Direct joint account =

GBP 56.18

Ifﬁﬁ.’fﬁjEéi-Ef_&J_ Close |
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In this example we are transferring & | & gankto bank transter =
amount of $100 from a US dollar bai
account to a bank account whos
currency is the euro. The amount wi
received by the bank and converted in From account | US Dollar account .
an amount of 75.00 euros. '

Date | 24/07/2014 | = Reference  Transfer

Details | Bank ta bank transfer

Rate 2.0000000 | S/%

In this scenario wemust use two usD 100.00

exchange rates: exchange rates ¢

always expressed in terms of the ba To account | Euro bank account hs
currency which is pound sterling. W Rate | 15000000 | €

therefore need to enter both the —= 75 00

amounts and also both exchange rat

for the two currencies. [Sae ] Glose |

Lag

We have usd some unusual exchange rates here to make the calculation easier to follow:
$100 at an exchange rate of 2.00 $/£ = £50.00.
eTp®nn +td Fy SEOKIy3aS NIGS 2F mopn exm [ M

Since the amount in the base currenisythe same in both cases, the software will accept this
valid transfer.

Revaluinga foreign currency account

When transactions are created for a foreign curreacgount the exchange rate entered at the time
is stored within the transaction so that the equivalent value of the transaction in the base currency
can be calculated.

Exchange rates fluctuate with the passage of time and it is extremely unlikely that 100 US dollars will
be worth the same amount in pounds sterling today as it was six months ago. For this reason, foreign
currency bank accountseed to be "revalued” from time to time. Revaluation does not affect the
balance of a foreign currency accountterms of its native currencyl00 US dollars received by you

six months ago into a US dollar bank accouitit still be worth 100 US dollarsonly the equivalent
valuein terms of the base currency

For example, say we received 900 US dollars on 01/08/26d on that date the exchange rate we
used was 1.5652173 $/£ making the equivalesiue £575.00.

However, come the 30/06/2@the exchange rate has changed and we want to reflect the true value
in the Accounts list. The exchange rate is now 1.6493525 making the $900 worth £545.67.

We revalue the balance of a foreign currency accousing the [Revalueurrency

button.
Revalue
CUTTENCY
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In the window that appears, the ol
balance of the account is shown
both native and base currencies.

Enter the date the revaluation i
being carried out at. A date in th
future cannotbe used.

Enter the exchange rate to be use
for the revaluation in the fielc
provided.

Click on [Save] to carry out th
revaluation.

There will be no apparent change
the Account ledger if you are viewir
it in the native currency of the
account!

=

-

Enter the date at which the revaluation is to be performed. A date in
the future cannot be used.

. Foreign Currency Revaluation: US Dollar account

Date 30/06/2013 ¥

Old balance GBP 575.00 usD

Enter the exchange rate to be used for the revaluation.

Rate 1.6483525  S/E

Mew balance GBP 545.67

A transaction will be created, using a special category called "Foreign Currency Revaluation", having a
value of £29.33 paid out. This new transaction will not affect the native currency value of the
account, oy its base currencgquivdent.

The transaction will only be visibbe the ledgerfor the foreign currency accoumthen viewedn the

base currency

What needs to be entered for a transaction
Here is a summary dffie information that must/can be enteredor each transaction

Date The transaction date mandatory

Reference A suitable reference for the transaction of up to 10 charactés | optional
examplea cheque number

Category* The category for the transaction. mandatory

Project* The project that the transaction is linked to. optional

Payee The payee for the transaction. This is whom the amount was pa| optional
or received from.

Details® A description of the transaction to help you remember what it | optional
for. Maximum 50 characters.

Amount* The transaction amount. Select "Paid out" or "Paid in" to indi¢ mandatory
whether the amount was paid out of the bank account or paid in.

Oneoff ! Tick the box if this is a or&f, or nonregular, transaction. Oneff | optional
transactions are excludedvhen calculating budgets based (
previous spending.

These controls are not available for split transactions.

Home Accounts Wser Guide

38

© EZPZ Software Limited 201



Using presets

I GLINBasSié Aa | KFyRe

gl e

that you can use it again when entering another transaction.

There are two ways to create a preset entry.

Creating a preset via the Presets list

On the Ledgers tab of the main toolbar click on the [Presets] button to opensthaf lcurrent preset

entries.

When the Presets window opens click on the [A
button to add a new preset.

Each preset needs to be given a unique code, o
to 10 characters, to identify it. In the examp
aK2gy L KIFI@S dzaSR a¢9{
The restof the details in a preset are optione

whatever you enter will be used to populate yo
transaction when you select this preset from a list

Click [Save] to save the preset and close
window.

When you next come to enter a transaction you ¢ |

use the preset if required.

For example, click on [New transaction] to open 1
GbSg GNIyalOGA2YEé GAYR
Activate the Preset dropdown and select tl
required preset from the list

The information contained in the preset will be us |

to populate the fields fothe new transaction.

You can then enter the rest of the detail, such as
amount, and save the transaction.

2 Tor AR Ryder dr yeekipsbNI v & F O

=] Preset [t
Code | TESCO1
Reference | Visa Debit
Payee Tesco @ payment out
Category | Graceries &4 TR
Details | Shopping
Amount 0.00
% Mew transaction: First Direct joint account =]
Date | Z7/08/2014 | |» Preset I~
TESCO1 Shoppi
Ceforence Eay o]
Category m
@ paid out
Project [=]
paid
Payee
one-off
Details
Amount
GBP 0.00
Split | Save Close |
= Mew transaction: First Direct joint account =
Date | 27/08/2014 |~ Presat B
Reference | Visa Debit
Category Groceries =
@ paid out
Project =
paid in
Payee | Tesco
one-off
Details | Shopping
Amount
GBP 0.00
Split Save [ Close

Creating a preset from an existing transaction

The second way to create a hew preset is to use the information contained in an existiragti@ams

Locate the transaction of the Account ledger page and +adjbk on the transaction. Select the

a/ NBFEGiS LINBaSihs 2LJG)\2y FTNRY (KS YSydz GKEFEG FLILISE N
¢KS &t NBasSi¢ GAYR26 oAt F LILISE NI YR @gAff 0SS LR
selecked.
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Edit the details as required and give the new preset a Code.

Click [Save] to save the new preset to the presets list.

Tip: if you do not want to use presets you can hide the Preset dropdown control from |nput
screensbywil A O1 Ay3 GKS WAKZY:t QBASTIa2 RN2Yy GKS |[at NB&S
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New transactions are added for an account via the Account ledger page, which is displayed by
selecting the Ledgers tab of the main toolbar.

Select the account yowant to add transactions for using the Account selector.
Account | First Direct joint account IZI
There are several buttons on the Ledgers tab concerned with adding transactions and these will

change depending on the type pf account you select.

Assetaccount transactions

Theseare the buttons that will appear if the selected account is an asset account:

[ £
i%_ Enteran increase or decrease in J

New value Opening
transaction balance

Enter an opening balance.

Enter an increase or decrease in value

£ When you click on the [New transaction] button you will seiadow similar to the one
e DEIOW.

i i

Enter details of the transaction usir

. 4% Mew transaction: Property owned

the controls provided. -

A , e o A Z A Date 05/0472014 b Reference Revalue
¢ KS alaasd NB d |
category is initially selected but can t Category | Asset revaluation reserve v
changed if required. For example if yt
were entering depreciation for a mota Details | Property revaluation
vehicle you would select the _
Ga5SLINBOALGAZ2YE Ol Oldvalue| 80,000.00
¢ KS O2y G NRT & F20 Amount 500000 | GBP @ lincieasel
@It dzS € YR uKS decrease
options are connected to help yo Newvalve|  85000.00
enter the correct value. Only positiv ’ .
values can be entered in the Amou | Save N Close |

field but the New value field will accey
negative values.

Click [Save] to save the transaction and close the window.

The transaction will be added to the list on the Account ledger page and the amount will be shown in
i K Becr@éasé 2nbldase O2f dzYy | & F LIIINBLINRF GS o

Liability account transactions

These are the buttons that will appear if the selected account is a liability account:

= £
ﬁ Enteran increase or decrease in J

New value. Opening
transaction balance

Enter an opening balance.
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Enter an increase or decrease in value
£ When you click on the [New traaction] button you will see a window similar to the o

een - DEIOW,

Enter details of the transaction usir |

the controls provided.

Select the appropriate category. In tt
example shown we are adding tt
annual interest charge to a loa
account and have seled®e (1 KS
AYyGidSNBai OAY(dSNB
category.

¢tKS O2yiaNRfa F2)
Gl tdz8¢ FyR (GKS
options are connected to help yo
enter the correct value. Only positiv
values can be entered in the Amou
field but the New value éild will accept
negative values.

. Mew trantaction: Loans @

Date 310372014 @ = Reference | Interest
Category Loan interest (Interest pai_Tl

Details  Annual interest charge

Old value

Amount

New value

b

-1,000.00
68.95 GBP @ lincreasel
decrease

-1068_95

Save %[ Close

Click [Save] to save the transaction and close the window.

The transaction will be added to the list on the Account ledger page and the amount will be shown in
GKS 45SONBlF&aS¢ 2N GLYONBlF&aS¢ 02t dzyYy | & I LILINE LINR |

Tip: ingeasing the value/balance of a liability makes it more negative.
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Investment transactions are added via the Investments page. Click on the Investments tab of the
main toolbar to display the Invasients page.

Select the investment in the list for which you want to add transactions. Rlgt on the
investment and select the required activity from the menu that appears.

The New investment transaction window will appear with the investment andigctiglected; these
can both be changed if required.

Select the investment from the dropdown list. [ 4 tewinvestment transaction
Enter the date of the transaction. Selecttype of activty 9
Select the type of activity from the dropdow
IISt Imvestment | Investment 3: BT shares E
Click [Next] to go to the next page. Date | 23/07/2014 | v
Activity | Buy [~

< Back [ Hext > ] Einish [ Cancel I
This page will not appear fol'Add" and |2 newiementtenscion =
"Remove" activities. Which bank account is to be used? L7

Enter a reference as required.

. Reference | Internst
Select the bank account from the dropdown lis
Bank | First Direct joint account =]

Enter a payee as required.

Click [Next] to go to the next page. Payee | Stockbroker

< Back ] Mext = [ Einish [ Cancel ]

This page will not appear for "Dividend" al | # newinestmenttransaction ==
"Interest" activities. Quantity and price 2]
Enter the aantity and price in the field:
prOVIded' Quantity 200.0000
Click [Next] to go to the next page.
Price 1.8700 | GBP
Amount 374.00 | GEF
= Back l Mext = I} I Einish [ Cancel

Home Accounts Wser Guide 43 © EZPZ Software Limited 201



This page will only appear for "Buy" and "St [ 4 tewinetmenttanacion = |
activities. Commission 7]
Enter the amount of commission charged,
applicable, and select the relevant exper Amount w000] cae
category using the dropdowprovided.
CI|Ck [NeXt] '[0 go tO the neXt page' Expense category | Investment sxpenses.CommiE
<Back [ Hea> ][ Eiish L cance |
This page will only appear for "Dividéndnd | # newimesment wsnsaction =
"Interest" activities. Dividend 7]
Enter the amount of the dividend, or interes
and select the relevantncome categoryusing Amount 525 | cap
the dropdown provided.
CICk [Next] tO go tO the neX'[ page' Income category | Dhidends (Investment |ncomea:"
<Back [ Hea > 1 Einish | Cancel |
Check the details on the Summary page and « | # vewmesmen sansscion =
them as required or use the [Back] button to | |  summary 7]
back and change details.
Click [Finish] and confirm that you want to sa Actity | Sel
the new transaction. Queriky| _ 1000M0] Price 2.260 | GeP
Amount 225.00 | GBP
Commission 10.00 | GBP
Total 215.00 | GBP
Details | Sell 100 @ £2 2500
[ < Back ] Hext > [ Cancel

Selling an investment

Befae you can record the sale of all or part of an investment you will need to create the following
two categories, if they do not already exist:

I "Sale of investments'an income category.
1 "Cost of investments sold"an expense category.
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These categories shld then be selected OI | # newinvestment trnsection
the "Income and costs categories” page of t | |icome and costs categories
New investment transaction wizard.

o [

In the field labelled "Cost price" enter the co
per unit value of the units you are selling; ti
program will suggest an average cost va _
calculaed from the total "At cost" value Cost ofmvestments sold accourt | Cost ofimestments scld {3
divided by the Quantity held.

Sale of investments account | Sale of investments =}

Cost price 1.8613 | GEBF

< Back [ Mext > Einish J Cancel

When processed the following transactions will be created:

A bank receipt for the selected bank account, using the "Sale of investments" income category, for
the amount the investment wai for.

A transfer from the investment account to the "Cost of investments sold" expense category for the
cost price of the investment being sold.
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In addition to being able to enter the opening bat® of an account at the time of its

J creation you can also usbé [Opening balance] buttoto enter an opening balance at
Opening any t|me
balance

An opening balance is the balance of an accounthervalue ofan asset as it was at
the date you have selected tbeginentering your finances. You would normally enter all opening
balances with the same date so that you have a uniform starting position.

When this button is clickedn for a bank accountou will see a window similar to the one below:

p -
i Opening balance: First Direct sole account [t

Date | 05/04/2013 | »

Amount GBP 349 25 @ in credit

overdrawn

Enter the amount irthe field provided and sele@n option to indicate whether theaccount was in
credit or overdrawn

If the opening balance is being entered for a foreign currency accaunrdadditional field for the
exchange rate will be sible and must be completed.

Click on the [Save] button to save the opening balandbe account ledger
Similar screens are used for other types of accounts with variations in the option labels:

f When entering an opening balance for an asset account2thedi A 2 ya |+ NB I 6 St f ¢
G tdzS¢ FyR ayS3alFiAdS @t dsS¢ o

1 When entering an opening balance for a credit card or liability account, the options are
flroSttSR aolflyOS 2¢gAy3¢ YR daAy ONBRAGE ®

1 When entering an opening balance for an investm enter thequantity and price

Tip: some of your accounts may have a zero balance at the date you have chosen. Where this is
the case, you do not have to enter an opening balance.
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Journaltransactiong 2 F4 Sy NB TNG/NNERSRésaxfi t8 mdveiamdu8t® foam one category,
or account, to another.

Journals are used in the software probably without you being aware of them. For example, a bank to
bank transfer is carried out using a journal batch consisting of two journatésfarneach account.
Each journal appears on the account ledger for the relevant account.

Journals are entered astm@nsactionbatch consisting of two or more transactions. Each transaction
will have either a debit amount or a credit amount. Before a jalitratch can be savethe total of
the debitamountsmustequal the total of the crediamountsso thatthe batchtotal is zero.

DR [CR

Enter
journals

Journalsare entered usinghe [Enter journalfbutton on theCategoriegoolbar.

INnthea 9y G SNJ 22 dzNY/ | £ & ¢, eastirgfih 2hé SplitKgridiwill lbéchdfera NJ
individualtransaction when the batch is saved.

L Enter journals @

Date O7/05/2014 | % Reference -

Splits Remaove

Category Project Details Debit Credit =

Maorigage Morigage interest 100.00

Mortgage interest {Interest paic Maortgage interast 100.00

4 Ir (]

One-off Batch total 0.00| GBP debit
7 Save [ Close

For each row of the grid you can enter the following information:

Category The category or account.
Project The project to link the transaction to, if requite
Details Transaction details (up to 50 characters).

Debit / Credit Enter the amount in either th®ebitor Creditcolumn, but not both.

The terms "debit" and "credit" here have their usual accountancy meanings. The table below shows
the effect on thebalance of various categories and accounts:
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Debit Credit
Asset increase decrease
Bank account increase decrease
Expense category increase decrease
Income category decrease increase
Credit card decrease increase
Liability account decrease increase

Thus recording the addition of debit interest to a mortgage would be processed as follows:

Debit

Credit

Mortgage (liability account)
Mortgageinterest (expense category)

100.0C

100.0C

Recording the breakdown of a salary to account for PAYE atahbllalnsurance could be processed

as follows:
Debit Credi
Gross salary (income category) 1000.0¢
PAYE (expense category) 200.0C
NI (expense category) 100.0C
Bank account 700.0C

As each row of the grid is completed, the total of the itemshown as théatch total being the
total debits less the total credits. The journal batch can only be saved wheBatish totalis zero.

If you make an error on a row click on the [Remove] button whilst on the row. The entry will be
shown crossed tlmugh and will not be included in the batch total processedvhen the batch is
saved. Clicking on the [Remove] button a second time will recall the item on that row.

Click on the [Save] button to save the journal batch.
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suitable file directly into your transactions table thus making it possible to add transactions very
quickly without having to enter them manually.

Various baks and other financial institutions allow their customers to download transactions from
their online banking site and save them using several file options.

Tip: all the transactions contained in the file you are importing from will be added to the same
bank account; make sure that the file does not contain transactions from multiple accounts.

Once you have downloaded and saved the file to your computer, it can be used to add the
transactions to your transactions table.

Tip: in case of possible duplicatiafi entries or unpredictable results, we suggest you always
make a backup of your data before carrying out this process.

Step 1- Select source file

Select the type of file you ar | mpertsnssctions from file = e =
importing from using the File typ
dropdown. Files of type QIFOFX
and CSV¥re currently supported.

Use the [Pick File] button (th
button with three dots on it) to File type | OFX [~
locate and select the source file yc
want to import your transactions
from. The file can be locate
anywhere on your computer.

Select source file 7]

Source File | E:\DOWNLOADS\OFX\SAMPLE2. OFX (=]

Bank account | First Direct joint account |" GBP
Select the Bank account that th
transactions are to be importe
into. :
< Bach '_ Mext > | Cancel

Click [Next] to continue.

Home Accounts Wser Guide 49 © EZPZ Software Limited 201



Step 2- Contents of file

The contents of the selected file are shown at the-tefhd side of the window.

Importing from a QIF file

A typical QIF file si shown in the
screenshot.

Select the date format used in th
downloaded file using the dropdow
provided. In the screenshot the dai
format used is "USA" as the dates are
the format mmddyy (monthday-
year).

If you select the wrong date format, th
transactions shown on the next pag
will often include some with blanl
dates, indicating the date is invalid
the selected date format.

& Inport transactions from file

Contents of file

Contants of file

Mype:Bank

D14-10-10

PROWLANDS PHARMACY WATH
UPON DEA

T-21.60

A

D14-10-10

PVIRGIN MBENA MCARD
S54075G"**** 4048
T-184.00

A

D13-10-10

< Back [ Mext >

S

?)

Dats forns1 [T~

] L Cancel

For example, if the date line contained “08-09" then the date format used appears to be British of
type "ddmm-yy". If we were to select the date format "mm/dd/yy" (American), where the first
number indicates the month, the resulting dates would be invalid as there is no 16th month.

Tip: if you find that there are transactions with blank dates on the next page, sthpkythe
[Back] button to return to page 2 and select a different date format.

Each line in the file represents a field in the transactions table. Neahlesmay be presenin the

file you are importing from

1 Aline beginning with the letter "D" inclites a date. Pay particular attention to how the date

is formatted as different banks use different date formats.

1 Aline beginning with the letter "P" indicates the payee. This information is used for the

payee field.

= =

A line beginning with the letter "Nihdicates the reference, for example the cheque number.
A line beginning with the letter "L" indicates the category. If the line contains a colon (:) this

indicates a category followed by a sabtegory. This line will not usually be present in files
downloaded from banking sites. It is often present in transaction files exported from
Microsoft Money or Quicken. If a category is present in the file but does not already exist in
your category list you will be asked if you want to add the category, and theaagory if

applicable, in Step 3 below.

1 Aline beginning with the letter "T" indicates the amount. A negative amount indicates a
payment; a positive amount indicates a receipt.
1 Aline with the carat character "*" indicates the end of a transaction.
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Importing from a CSV file

Where the file being
imported is a CSV file, us
the grid, on the right of
the page, to indicate the
fields and the order ir
which they appear in the
data.

Use the dropdown, in the
grid  column  headec
"Field" to select the fielc
in the transaction that the
contents belong in. Fo
anything in the Content:
column that should be
ignored do not select ¢
value for Field.

i Impert transactions from file

Contents of file

Contents of file

1015720101234 HMRC PAYEMIC
CUMB.PAYE & NI, 159.83,

10/15/2010,2345, 100271, Miscellaneous, 99.64,

10/15/2010,3456 BIBIT INTERNET

PAY Salary,.1425.99

10/14/2010 4567100272 Miscellansous 47,
1001372010, 5678 ROTHERHAM

CHAMEBER, Subscriptions Membership,58.45,
10¢11/2010,6739,CHQ N AT 401234 Other
income:Miscellaneous, 99

1001172010, 7890, EZPZ SOFTWARE, Other
income Dividends recenved,, 1000

m

< Back ] Hext >

= o
Date format  mm/dd/yy E
Column Contents Field o
Column 1 10152010 date b
—
Column 2 1234 reference | =
Column 3 HMRC PAYES payee 1=
Column 4 PAYE &Nl category |=
Column § 159.83 payment |=|
Column & raceipt hd
4 |
[ LCancel

In the case of the amount there are two options, depending ow the data appears in the file:

9 If the amount is showrin one column and is signed (+ for receiptfor payments) then

select the "signed amount" option for that column.

1 If the amount is shown in two columns and is always positive, select the "payment" and
"receipt” options for the appropriate columns.

CSMs a standard format of text file and stands for "comseparated value". This means that the
commas in the data represent the end of a field.

Tip: there must be no other commas in the data, for example in the payee details or as thousand
separators in amonts; if these are present, you must edit the file and remove them or your data
will not be read correctly.
Importing from an OFX file
Where the file being imported fron [y i reactions from file -
is an OFX file there is no need
Caontents of file o
select a date format as dates take
standard formaof YYYYMMDD.
Contents of file
<Fxml version="1.0" &
encoding="US-ASCI"?> =
<70FX OFXHEADER="200"
VERSION="211" SECURITY="NONE"
OLDFILEUID="NOMNE"
NEWFILEUID="NOME"?=
<OFX>
<SIGNONMSGSRSV 1>
<S0ONRS>
<STATUS>
=CODE>0</CODE=
<SEVERITY=INFO</SEVERITY >
</STATUS>
_ <DTSERVER>20050831165153.000 .
I < Back l . Cancel
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Click [Next].

The software will create a table of transactions based on the selected file and display them in the grid
on Page 3.

If any new categories are found in the data file you will be asked if you want to add them to your
categaies list.

Select [Yes] to add the new category, [No] if you don't want to add it or [Cancel] to abort the
operation.

Step 3- Edit transactions
Page 3 now shows the "raw" transaction data.

Each row of the grid contains one transaction and each transactost have at least a date, a
category and a nogzero amount.

You can now select the category, for each transaction that does not currently have one, using the
dropdown in the "Category" column.

When you select a category, all other transactions in thd grat have the same Payee but no
category yet selected will be updated with the selected category. This can then be changed if
required.

% Import transactions from file = [ )
Edit transactions (2]
select all
o Date Reference Payes Details Category Paid out Paid in Rate Matched  #
16/02/2009 W M MORRISON Groceries 530 1.0000000
16/02/2009 THE COMPANY S Grocerias 2278 1.0000000
16/02/2009 WESTFIELD Healthcare : De 83.00 1.0000000
12/02/2009 W M MORRISON Groceries 36.09 1.0000000
120272009 TESCO PETROL ¢ Motor © Fuel 271m 1.0000000
11/02/2009 HNHS PRESCRIPTI Healthcare : Pr 27.85 1.0000000
11/02/2009 CHILD TAX CREDI | Unalloca[ed h 4212  1.0000000
10/02/2009 T K MAXX [ Unallocated 2248 1.0000000
Selected: 0135
[ < Back l MNext = [ Finish ] Cancel

Account mappings

Where previous file imports have been carried out, the software will have created "account
mappings" based on the payee and category you selected. In subsequent file imports, these
mappings are used to set the category for any transactions that have exactly the same payee details
found in previous file imports thereby speeding up the process.

Avoiding diplicate entries

To avoid duplication, any entries that are similar to existing transactions will be highlighted (see
example screenshot above).

Where an existing transaction is found that has the same date, amount, reference and category as a
transaction keing imported you will see the word "matched" in thid&dtched' column.
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Where an exact match is not found but an existing transaction is found that is for the same amount
and has a similar date (+ 0B days) as a transaction being imported you will seewlord "possible™
in the "Matched' column.

You can click on the text in thielatched column to view the existing transaction.

Importing transactiongnto a foreign currency bank account

Where the bank account you are impagj transactions for is a foreign currency bank account, or if
one of the transactions represents a transfer to a foreign currency account can enter the
exchange rate for that date in the "Rate" column.

Where the bank ecount you are importing transactions for is a foreign currency bank account and
one of the transactions represents a transfer to an account in a different foreign currency, a single
exchange rate will be used but can be edited pagport.

Importing the transactions

To import a transaction listed in the grid you must tick the box in the first column at the left. Any
transactions not ticked will be ignored when the import is carried out.

You can use the "select all" checkbox, at the top of the page, tats@leltiple transactions. Ticking

the checkbox will select all transactions in the list that have a date, category and amount and where
no matches are shown in thdatchedcolumn. If a transaction has text in tiMatched column but

you still want to add iyyou can tick it manually.

Click the [Finish] button to begin importing the transactions. The software will check for entries with
missing information such as blank dates, amounts and categories. If no omissions are found in the
transactions they will bedded to your transactions table.
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Automated entries make it easier for you to process transactions that are repeated on a regular
basis, for example, weekly or calendar monthly. This is an ideal way of dealing with standing orders
and direct debits from a bank account.

Automated entries e managed via th&utomated entriegage. Click on thAutomated entries tab
of the main toolbar to view the Automated entries page.

Adding ah automated entry

Click on thg Add entry] button, on the Automated entries talo start the dNew automated entry
wizard.

# New automated entry L3 |=3

What type of automated entry do you want to create?

Page 1 yp ydoy (2]
Select the type of automated entgou
want to create from the available
: @ [bank payment out
options
bank receipt in

The different options arexplained in
more details below. bank / credit card transfar

The example screens show the wizarc Gl G Ty ey
being used to set up a new bank
payment out.

Mext > ] [ Cancel

w bank payment out- use for payments our of a bank or credit card account
w bank receipt in- use for amounts received into a bank or creditdaccount
w bank / credit card transfer use for transfers between bank and/or credit card accounts

w account / category transfer use for transfers between categories and/or accounts that are 1
bank or credit card accounts i.e. asset and liability astou

Page 2

Enter adescriptionfor the automated | # Newautomated enty

entry; this will appear in the automate: Select bank and category/account
entries list and helps you distinguis
one entry from another.

©

Description | Council tax

Select thébank accounthe payment is
to be made from using the first
drOdeV\ﬂ control. Category/account | Council tax (Househeld expend=

Bank account | First Direct joint account =

Select thecategory(or asset or liability
account) using the second dropdown

Amount

GBP 152.00
control.
Enter theamountof the regular '
instalment. [ <Back | Next > [}] Cancel
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Page 3

The information entered on this page i
optional. When the automated entrig
processed the resulting transactions
will each have this information.

Select theprojectas required.
Select or enter thgpayeename.

Enterthe detailsas required

Page 4

Enter thestart date this is the date of
the first instalment.

Select thdrequercyof the instalments.
{St SO0 GKS adzyiat

if you want the instalments to continue
until you stop them.

{St SO0 GKS aydzyoS
option, if there are a fixed number of

instalments, and enter the number of
instalments.

The checkbox labelled "adjust date if i
falls on a weekend" is used to tell the
program to adjust the date of an
instalment if it falls on a Saturday or
Sunday or on an English Bank Holiday
The adjusted date will be the next
business day, itine with normal
banking practice.

Page 5

If the amount of the first and/or last
instalment will be different to the
regular instalment amount, enter the
amounts in the fields provided.

If all instalments will be for the sam
amount there is no need toenter
anything on this page.

Click on the [Finish] button to save tt
new entry.The new entry will be adde:
to the Automated entries list.

( ! Mew automated entry

Reference

Reference | Stg Order
Project -
Payee Rotherham MBC

Details | Council tax

< Back Cancel

’: New automated entry

©

Instalments

Start date | 15/02/2014 =

Frequency : every | calendar month j-
until further notice
@ number of instalments 105

| adjust date if it falls on a weekend

<Back [[TTHed > ]

Cancel

-

# Mew automated Entry

First / Last instalment

First instament amount

If the amount of the FIRST instalment is diffarent to that of the reqular payment,
enter the amount below.

Amount

GBP 155.00

Last instament amount

If the amount of the LAST instalment is different to that of the regular payment,
enter the amount below.

Amount

GBP 0.00

< Back ] Mext =
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Editing an automated entry

You can edit an automated entat any time after you have created it. Any changes you make will
affect future instalments but transactions that have already been generated from the automated
entry will not be affected.

Select the Automated entries tab of the main toolbar to view the Aut@dantriespage

Locate the entry in the list that you want to edit and doublek on it to open the editing screen.
Alternatively, you can highlight the entry and click on the [Edit entry] button on the Automated
entries tab.

If one or more instalmentbave been processed, the start date of the automated ecaynot be
changed.

You can edit theext duedate, on theProcessedab, to control the dée of the next instalment. The
next due cte cannot be earlier than theat date of the automated entry

Remember to click [Save] to save any changes you make.

Addinga split to an automated entry

An automated entrycan consist of one or multiple splits. Eachtsgdin relate to a different category

and amount. For example, you could split your monthly instalment to Sky to show how mudbrwas

Sky TV and how much was for Sky Broadband. When processed, each instalment will show on the
ledger as a single transactidor the total amount.

Splits are added and removed using the Splits tab of the automated etoyd.

I@ Autemated Entry @
Description | Instaiments Splits | Procassed
Snttthetsplgz tab CIICk CI)I: the [Add] Account | First Direct joint account i' GBP -L-] P %
utton to add a new split. —"lil-
In the automated entrygplit window r;;‘? i‘ﬂ:gﬁ?ﬂld ew”ﬁj::‘fv Eijac Pafﬂ";{‘} Padin/l
that appears, enter the details for the
new split.
Each split must have a category and &
amount.
Save ‘ Close
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Each split can have its own project linl
YR RSGFEAfT&aD | YA
GLI AR 2dzié aLX Ada
is allowed.

If this split has different amounts for
the first and/or last instalments, enter
these on the tab provided.

Click [OK] to close the split and return
to the automated entryrecord.

On the automated entryecord, click
[Save] to update the automated entry
with the new split.

@ Automated entry split
Split deftails

Category Sky Broadband {Household ex: =]
Project |-

Details | Sky broadband

Amaount 35.00

First/ Last instalment

@ paid out paid in
| Cancel
({4 Automated Entry
Description Instalments Splits | Processed
Account  First Direct joint account z GEP e .
EEAR
Type Category Details Project Paid out Padin =«
'BP Household exper Sky TV 40.00
BF Sky Broadband { Sky broadband 35.00
¥
I Save J Closa |

enter additional splits.

Tip: you must create the automated entnging a single category first and then edit the record

Stopping amutomated entry

If you want to stop an automated entmyhich wasset up as "until further notice” you can do so by
selecting thednumber of instalmentsoption on the Instalments tabThis will update thénumber of
instamentst value with the number already processed and no further instalments will be made.

Deleting an automated entry

Highlight the entrythat you want to delete in the list onthe Automated entries pageand click on
the [Delete entry] butta on the Automated entries tab.

The entry will be deleted from the list and nather instalments will be made.

from it.

Tip: celeting anautomatedentry will not affect any transactions that have already been crea

ted
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Duplicating an automated entry

You can make a duplicate of an existing automated entry in the list. This is handy fetefixved
automated entries that recur each year, for example council tax.

Rightclick on tlke row containing the entry you want to duplicate and select the "Duplicate entry"
option from the shortcut menu. The selected automated entry will be copied and added as a new
entry to the list. The new entry will have its posted to date and last postatesaeset so that you

can edit the start date and other details as required.

Processing automated entries

Automated entriesare processedria the Automated entries tab of the main toolbar

Clickon the [Process entriegjutton i 2 2 LISy (i dtBmatedSNRIONRESEE £ 6AY R2 4

2 KSYy FANRG 2LISYSR (KS 6AYR2¢ aK2pa GKS Ayaidl
different date to show instalments due for the new date.

If you need to adjust any of th
details pror to processing you ca
do so by selecting the instalment
the list and then clicking the [Edi
odzii2zy G2 2LSYy

window.

You can change the date of tt
instalment and the amount.

Where the instalment involves
foreign currency accounenter the
exchange rate to be used in tr
Rate column, which is visible whe
the multi-currency option is
enabled.

Click [Save] to save the amended instalment and return taitheNR2 OS & a | dzi2 Yl GSR
Selectthe instalments you wish to process by placing a tick in theibthxe lefthand column.

When an instalment is processed the following actions take place:
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