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{ŜǘǘƛƴƎ ǳǇ IƻƳŜ !ŎŎƻǳƴǘǎ п 

Creating your dataset 

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

!ŦǘŜǊ ǘƘŜ ƭƻŀŘƛƴƎ ǎŎǊŜŜƴ Ƙŀǎ ŎƭŜŀǊŜŘ ȅƻǳ ǿƛƭƭ ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ǘƘŜ ά{ŜƭŜŎǘ ŘŀǘŀǎŜǘέ ǿƛƴŘƻǿΦ 

! άŘŀǘŀǎŜǘέ ƛǎ ǘƘŜ ǘŜǊƳ ǿŜ ǳǎŜ ŦƻǊ ǘƘŜ 
database, and the collection of data 
tables, that holds your data. 

Initially there will be no datasets listed 
in the ά{ŜƭŜŎǘ ŘŀǘŀǎŜǘέ ǿƛƴŘƻǿ so the 
first thing we need to do is to create 
one. 

Click on the [New] button to create your 
dataset. 

 

The program now needs to know where 
we want to create our dataset and what 
we want to call it. 

The program suggests a default location 
for you; the Datasets folder. If you want 
to create the dataset in a different 
location, use the button, to the right of 
the location field, to select a location. 

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

Click [OK] to continue. 

  

²Ŝ ŀǊŜ ƴŜȄǘ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ǘƘŜ άbŜǿ 
ŘŀǘŀǎŜǘέ ǿƛȊŀǊŘΦ 

On the first page we are asked to give 
our dataset a name. This can be the 
same as the folder name we just 
entered or it can be something 
different. 

Click [Next]. 
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On the next page of the wizard we are 
asked to select the base currency for our 
dataset. The program needs to know 
what currency you are using even if you 
are not planning to use the multi-
currency features. 

¢ƘŜ ŘŜŦŀǳƭǘ άD.tέ όǇƻǳƴŘ ǎǘŜǊƭƛƴƎύ ǿƛƭƭ 
be suggested and you will want this as 
the base currency if you live in the UK. 

If you will also need to include in your 
data bank accounts that are in a 
currency other than the base currency, 
ǘƛŎƪ ǘƘŜ άŜƴŀōƭŜ Ƴǳƭǘƛ-ŎǳǊǊŜƴŎȅ ƻǇǘƛƻƴέ 
checkbox. 

Click [Next]. 

 

On the next page we are asked to select 
a date to use as our financial year end. 

The end of the current UK tax year will 
be suggested. Change the date as 
required. 

Click [Finish] and confirm that you want 
to create this new dataset. 

 

The program will create our new dataset and then add some accounts and categories ready for us to 
use before displaying the Accounts page. 
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/ƻƴŦƛƎǳǊƛƴƎ IƻƳŜ !ŎŎƻǳƴǘǎ п 
There are several settings in Home Accounts 4 that can be changed to suit your individual 
preference. 

Account and category headings 
These 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 headings to suit your 
personal preference. 

See Account / category headings 

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

See My Settings 

Grid lines 
A grid control is similar in appearance to a spreadsheet. It has rows and columns that are separated 
by grid lines which can be turned on or off. 

See My Settings 

Configuring the Accounts page 
The relative sizes of the Accounts list, Calendar and Events list can be changed to suit your personal 
preference.  

See Configuring the Accounts page 

Configuring the Categories page 
The relative widths of the Categories list and the Tracker can be changed to suit your personal 
preference. 

See Resizing the Categories 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 a statement. 

See Reconciled transaction colours 
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aǳƭǘƛ-ŎǳǊǊŜƴŎȅ ǎǳǇǇƻǊǘ 
Home Accounts 4 supports multiple currencies enabling you to record transactions involving foreign 
currency bank accounts. 

A base currency is 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 transactions. 

Enabling multi-currency support 
To use multiple currencies with the software you must first enable multi-currency support. 

Select the "Dataset defaults" option on the Settings menu. When the Dataset defaults window 
opens, select the Currency tab. Tick the "multi-currency" option. 

Click [Save] to save your changes. 

Once the multi-currency 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 accounts used in your data; these must first 
be deleted. 

Setting the base currency 
Your dataset needs to have a base currency set for it irrespective of whether or not you are using 
multiple currencies in your data. The base 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 currency, select the "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 required 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 added currency. 
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IƻƳŜ !ŎŎƻǳƴǘǎ п ǎŎǊŜŜƴ ƭŀȅƻǳǘ 
The Home Accounts 4 screen consists of four components. 

 

1. The menu bar 

 

¢ƘŜ ƳŜƴǳ ōŀǊ ƛǎ ǘƘŜ ǎǘǊƛǇ ǊǳƴƴƛƴƎ ŀŎǊƻǎǎ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ǘƘŜ ǿƻǊŘǎ άCƛƭŜέΣ ά9ŘƛǘέΣ 
ά{ŜǘǘƛƴƎǎέ ŀƴŘ so on. 

When you click on one of these words, a dropdown menu containing a list of options will appear. A 
ƳŜƴǳ ƛǎ ǊŜŦŜǊǊŜŘ ǘƻ ōȅ ǘƘŜ ǿƻǊŘ ǘƘŀǘ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ƳŜƴǳΤ ǘƘǳǎ ǘŜǊƳǎ ƭƛƪŜ άCƛƭŜ ƳŜƴǳέ 
ŀƴŘ ά{ŜǘǘƛƴƎǎ ƳŜƴǳέ ŀǊŜ ŎƻƳƳƻƴƭȅ ǳǎŜŘΦ 

2. The main toolbar 

 

The main toolbar is located below the menu bar and consists of a number of pages with tabs labelled 
ά!ŎŎƻǳƴǘǎέΣ ά[ŜŘƎŜǊǎέΣ ά/ŀǘŜƎƻǊƛŜǎέ ŀƴŘ ǎƻ ƻƴΦ /ƭƛŎƪƛƴƎ ƻƴ ŀ ǘŀō ōǊƛƴƎǎ ǘƘŜ ǊŜƭŜǾŀƴǘ ǇŀƎŜΣ ŀƴŘ ǘƘŜ 
buttons it contains, to the 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 in the main page 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 page you would click on the Categories tab of the 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. 
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¢ƘŜ !ŎŎƻǳƴǘǎ ǇŀƎŜ 
The Accounts page will automatically appear as the main page when Home Accounts 4 is started. The 
Accounts page is displayed whenever the Accounts tab of the main toolbar is selected. 

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

The Accounts 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: 

¶ Bank accounts and cash 

¶ Investments 

¶ Other assets 

¶ Credit cards and charge accounts 

¶ Other liabilities 

{ƻƳŜ ƻŦ ǘƘŜǎŜ ƘŜŀŘƛƴƎǎ Ƴŀȅ ƴƻǘ ōŜ ǾƛǎƛōƭŜ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀƴȅ ŀŎŎƻǳƴǘǎ ƻŦ ǘƘŀǘ ǘȅǇŜΦ 

 

Balances are calculated based on the date shown at the top of the Accounts page. Transactions dated 
before or on this date will be included in the balances. You can change the date to a different one to 
see the balances as they were at that date. 

The Projected column shows the projected balance for an account based on actual transactions and 
pending bills, credit card payments and automated entries that have not yet been processed. By 
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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 group of accounts has their balances sub-ǘƻǘŀƭƭŜŘ ŀƴŘ ǎƘƻǿƴ ƛƴ ǘƘŜ άDǊƻǳǇέ ŎƻƭǳƳƴΤ ōŀƴƪ 
accounts, cash, investments and other assets will normally have a positive balance shown in black, 
whilst credit cards 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 the transaction 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 the Dataset defaults option on the Settings menu. 

Foreign currency accounts 
If the multi-currency option has been selected for the dataset, two additional columns headed 
άCƻǊŜƛƎƴ ōŀƭŀƴŎŜέ ŀƴŘ ά/ǳǊǊŜƴŎȅέ will appear in the Accounts list. These two columns will only 
include content for foreign currency accounts. The Foreign balance column shows the balance of the 
account in its native currency and the Currency column shows the currency code for that account. 

The figures displayed in the Limit, Projected and Balance columns are always in the base currency of 
the dataset. 

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

¶ either the historical exchange rate stored in each transaction 

¶ or the current exchange rate from the currencies table 

By default, the historical exchange rate as stored in the transaction is used to calculate the 
equivalent base currency balance. If you would prefer to see the base currency balance displayed 
using the current exchange rate you can change the setting using the Dataset defaults option on the 
Settings menu. 

The current exchange rate, from the currencies table, is always used when calculating the base 
currency value of pending transactions and automated entries involving a foreign currency account. 

Account status 
The status ƻŦ ŀƴ ŀŎŎƻǳƴǘ Ŏŀƴ ōŜ ŜƛǘƘŜǊ άŀŎǘƛǾŜέ ƻǊ άŘƻǊƳŀƴǘέΦ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ dormant status for 
accounts that you no longer use but wish to keep on file in order to retain their transaction history. 

!ŎŎƻǳƴǘǎ ǘƘŀǘ ŀǊŜ ŘƻǊƳŀƴǘ ǿƛƭƭ ƻƴƭȅ ŀǇǇŜŀǊ ƛƴ ǘƘŜ !ŎŎƻǳƴǘǎ ƭƛǎǘ ƛŦ ǘƘŜ άǎƘƻǿ ŘƻǊƳŀƴǘ ŀŎŎƻǳƴǘǎέ 
option, near the top of the Accounts page, is ticked. 

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

To change the status of an account, double-click on the account to open the editing screen. On the 
ά!ŎŎƻǳƴǘ ŘŜǘŀƛƭǎέ ǇŀƎŜ ǘƛŎƪ or un-tick ǘƘŜ άŘƻǊƳŀƴǘ ŀŎŎƻǳƴǘέ ƻǇǘƛƻƴ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ώ{ŀǾŜϐ ōǳǘǘƻƴ 
to save your changes. 

Sub-accounts 
Each account can contain one or more sub-accounts. An account that contains sub-accounts is 
referred to as the "parent account". A sub-account cannot contain further sub-accounts.  

A sub-account inherits its currency and status from its parent account. Thus if you make the parent 
account dormant, any sub-accounts it contains will also become dormant. 
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Sub-accounts can be used for bank accounts to identify a portion of money that relates to a 
particular purpose. For example, within a savings account you might have sub-accounts such as 
"Holiday fund", "Xmas fund" and so on. Note that the money contained within a sub-account is not 
separate from its parent account 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 balances of the sub-accounts they contain. To view sub-accounts as 
separate entries in the list, and with separate balances, tick the "show sub-accounts" option near the 
top of the Accounts page. 

Renaming accounts 

When you create a dataset, several accounts are created 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 can rename any of the accounts on the Accounts page so that they reflect your actual accounts. 

For example, double-click on the 
account, ŎǳǊǊŜƴǘƭȅ ƴŀƳŜŘ ά/ǳǊǊŜƴǘ 
ŀŎŎƻǳƴǘ Імέ, to open the editing 
window for that account. 

5ŜƭŜǘŜ ǿƘŀǘ ƛǎ ŎǳǊǊŜƴǘƭȅ ƛƴ ǘƘŜ άbŀƳŜέ 
field and type in the new name you 
want to give this account, for example 
άCƛǊǎǘ 5ƛǊŜŎǘ Ƨƻƛƴǘ ŀŎŎƻǳƴǘέΦ 

Click [Save] to save the change and 
close the editing window. 

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

 

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

Adding accounts 

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

To add a new account click on the [Add account] 
button on the Accounts tab. 

 

In the window that appears select the type of 
account you want to add from the dropdown list. 

Click on the [OK] button to continue. 
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¢ƘŜ άbŜǿ ŀŎŎƻǳƴǘ ǿƛȊŀǊŘέ ǿƛƭƭ ŀǇǇŜŀǊΦ 

Enter a name for the new account in 
ǘƘŜ ά!ŎŎƻǳƴǘ ƴŀƳŜέ ŦƛŜƭŘΦ bƻ ǘǿƻ 
accounts are allowed to have the same 
name. 

Enter the overdraft limit if this account 
has one. 

Click [Next] to move to the next page. 

Enter the rest of the details as required. 
 

You can add an opening balance for the 
account on the last page of the wizard if 
required. 

Enter the amount of the opening 
balance in the field provided and 
indicate whether the balance was in 
credit or overdrawn. 

In the case of a new investment 
account enter values for the quantity 
and price; these values are used to 
calculate the value in the Amount field.  

Click [Finish] and confirm you want to 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 any other accounts you want to add. 

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 on the account you want to remove in the Accounts list and then click on the [Delete account] 
button on the Accounts tab of the main toolbar. You can also right-click on the on the account and 
select the "Delete account" 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 headings 

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 
headings to suit your personal preference. 

How to change your 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 heading is attached 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. 

Configuring the Accounts page 
The relative widths of the Accounts list, Calendar and Events list can be changed to suit your personal 
preference. 

Click on the [Configure] buttonΣ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ !ŎŎƻǳƴǘǎ ƭƛǎǘΣ ǘƻ ƻǇŜƴ ǘƘŜ ά/ƻƴŦƛƎǳǊŜ 
!ŎŎƻǳƴǘǎ ǇŀƎŜέ ǿƛƴŘƻǿΦ 

The first control is used to set the width of 
the Accounts list as a percentage of the page 
width. Thus if you change the value to 60% 
then the Accounts list will take up 60% of the 
page width and the Calendar will occupy the 
remaining 40%. 

The second control is used to set the relative 
heights of the Calendar and Events list by 
setting the height of the Calendar as a 
percentage of the page height. 

 

¢ƘŜ ǘƘƛǊŘ ŎƻƴǘǊƻƭ ƛǎ ǳǎŜŘ ǘƻ ǎŜǘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ŘŀȅǎΩ ǿƻǊǘƘ ƻŦ ŀǳǘƻƳŀǘŜŘ ŜƴǘǊƛŜǎ ȅƻǳ ǿŀƴǘ ǘƻ ōŜ 
included in the projected balance of an account. For example, if you set the value to 90 days the 
program will calculate the automated entry instalments that will fall due in the next 90 days and use 
them in calculating the projected balance for each account concerned. 

The Calendar 

The Calendar occupies the right-hand 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 calendar is the Events list, which shows any events for the selected date in the calendar. 

Different icons are used to represent the different events: 

 
pending reminder 

 
automated entry 

 
completed reminder 

 
pending bill / credit card payment 

 

 

Adding items to the Calendar 
Locate the buttons at the top of the Events list. 

Click on the [Add] button. 
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In the window that appears, select the type of event you 
want to add and click [OK]. 

See these pages for more details on adding the item 
indicated: 

¶ reminder - see Reminders 

¶ pending bill - see Pending bills 

¶ automated entry - see Automated entries 

¶ credit card payment - see Credit card payment 
record 

 

 

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

 

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 year to display a list of adjacent years to choose from. 

Changing calendar event colours 
The background colours of events on the calendar can be changed to suit you. Click on the 
Calendar [Configure] button to open the "Configure Calendar" window. 

Select the "Calendar" tab. 

Click on a colour swatch to 
change the background 
colour for that item. 

Click [Save] to save the new 
colour settings and apply 
them to the calendar. 

 

 

Filtering reminders 
A reminder has a status 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. 

Click on the [Set/Clear filter] button. 
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A window entitled "Filter List" will 
appear. 

In the left-hand "Field" column click on 
"Status". 

In the right-hand list tick the "pending" 
option. Leave the "completed" option 
unticked. 

Click on the [Set] button to set the filter. 

Only pending reminders will now appear 
in the calendar. 

 

The button icon will change to show that a filter has been applied. 

 

Editing an event 
You can edit an event in the Calendar by 
clicking directly on the event. 

 

You can also edit an event by first clicking on 
the day number in the Calendar, so that the 
Events list is updated to show the events for 
the selected day, and then double-click on the 
event in the Events list or use the [Edit] button 
whilst the event is selected. 

 

Processing an event 
Automated entries, pending bills and credit card payments can be processed directly from the 
Events list by highlighting 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 via the Automated entries tab. 

Credit card payment records must be deleted via the Credit card record screen. 
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¢ƘŜ [ŜŘƎŜǊǎ ǇŀƎŜ 
An account ledger is a list of the transactions that have been entered for a particular account. 

Selecting the account you want to view 
An accountΩǎ ledger can be viewed by first selecting the Ledgers tab of the main toolbar and then 
selecting the account using the Account selector. 

 

If the selected account has any sub-accounts, the transactions for those sub-accounts will be 
included in the ledger for the parent account. 

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

A sub-account will appear beneath its parent account in the dropdown and is shown indented and 
with a colon ":". 

Tip: dormant accounts are excluded from the Account selector. If you wish to view the ledger for 
a dormant account you must change its status back to active. 

Putting your accounts in order 

To make working with the Account selector easier, 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. 

Click on the [Set order] button on 
the Ledgers tab. 

In the window that appears change 
the order of the accounts in the list by clicking 
and holding down your left mouse button whilst 
positioned over one of the buttons. 

Keep your left mouse button held down and 
drag the account up or down in the list to the 
desired position. 

Once the list is in the order you want it click on 
[Save] to save the new order. 

Tip: when changing the order of accounts 
they will still be grouped in order of account 
type. 

 

Period selector 
If you want to view transactions and totals in the ledger for a shorter time period you can do so using 
the period selector. 
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All transactions whose date lies in the selected period will be displayed. Transactions dated before 
the period are totalled and shown as a "Balance brought forward". Selecting a different period will 
update the account ledger to show those transactions dated in the new period. 

 

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

Ledger totals 
The Totals strip, located below the account ledger but above the Pending transactions section, shows 
the totals for the selected period. 

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

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

The Projected balance is the End balance plus the total of pending transactions for the account.  

Reconciled transaction colours 
Transactions can be shown with a background colour to indicate whether or not they have been 
reconciled to a statement. 

You can change the background colours using 
the [Configure] button at the top right of the 
Account ledger page. 

In the window that appears, click on a colour 
swatch to select a different colour. 

If you want transactions to be displayed with 
no background colour, select white as the 
background colour for both reconciled and 
unreconciled transactions. 

Click [Save] to apply the new colours. 

 

Filtering transactions 
You can view a subset of your transactions using the transaction filter dropdown. 

 

Split transactions 
¸ƻǳ Ŏŀƴ ǾƛŜǿ ǘƘŜ ǎǇƭƛǘǎ ǘƘŀǘ ƳŀƪŜ ǳǇ ǎǇƭƛǘ ǘǊŀƴǎŀŎǘƛƻƴǎ ǳǎƛƴƎ ǘƘŜ άǎƘƻǿ ǎǇƭƛǘǎέ ŎƘŜŎƪōƻȄΦ ²ƘŜƴ ǘƘŜ 
box is ticked, 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 
ƭŜŘƎŜǊ ǿƛǘƘ άғ{Ǉƭƛǘ ǘǊŀƴǎŀŎǘƛƻƴҔέ ŀǎ ƛǘǎ ŎŀǘŜƎƻǊȅΦ 
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Pending transactions 
Any pending transactions for the currently selected account are displayed in a separate section 
headed "Pending transactions" at the bottom of the Account ledger page beneath the ledger totals 
strip. 

Pending transactions consist of: 

¶ pending bills 

¶ automated entries that are due but not yet processed 

¶ credit card payments 

The Pending transactions section can be collapsed, to give more space to the Account ledger, 
using the [Collapse] button. 

The buttons on the Pending transactions header strip can be used to add, edit, 
delete and process entries in the list. 

Automated entries must be deleted via the Automated entries tab. 

Credit card payment records must be deleted via the Credit card record screen. 

Finding a transaction 
You can search for a particular transaction using the [Find] button at the top right of the 
Account ledger page. 

When you click on the button, a window 
will appear in which you can enter the 
detail you want to find. 

 

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

Tick the "case-sensitive" option to find exact matches for the detail you enter. 

The search is carried out across transactions for all accounts. If the found transaction is not on the 
currently displayed ledger the value in the Account selector will automatically change to display the 
correct ledger. 

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

If you click on the [Find all] button the window will expand to display all the entries found. Click on 
any of the entries listed to go to that transaction. 

 

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

You can edit a transaction in the account ledger by double-clicking on it or right-clicking it and 
ǎŜƭŜŎǘƛƴƎ ά9Řƛǘ ǘǊŀƴǎŀŎǘƛƻƴέ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ǘƘŀǘ ŀǇǇŜŀǊǎ. This will open an editing window where you 
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 the editing window without saving 
changes. 

You can delete a transaction by right-ŎƭƛŎƪƛƴƎ ƛǘ ŀƴŘ ǎŜƭŜŎǘƛƴƎ άDelete ǘǊŀƴǎŀŎǘƛƻƴέ ŦǊƻƳ ǘƘŜ ƳŜƴǳ 
that appears or by editing the transaction and using the [Delete] button at the bottom left of 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: care should be taken when deleting or changing the amount of a transaction that has been 
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 account, the transactions are 
displayed in the native currency of that account. 

You can use the currency selector dropdown, at the right of the Account selector, to toggle between 
viewing the transactions in the native currency or in the base currency. 

When the base currency is 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. 
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¢ƘŜ /ŀǘŜƎƻǊƛŜǎ ǇŀƎŜ 
Home Accounts 4 uses categories to help you to identify where your money comes from and what 
you spend it on. 

Each category has a type, which can be 'Income' or 'Expense': 

ω an Income category is normally used when money is being received  
ω an Expense category is normally used when money is being paid out 

CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ ƳƛƎƘǘ ƘŀǾŜ ŀƴ LƴŎƻƳŜ ŎŀǘŜƎƻǊȅ ƴŀƳŜŘ ά²ŀƎŜǎ ϧ ǎŀƭŀǊȅέ ŀƴŘ ȅƻǳ ǿƻǳƭŘ ǎŜƭŜŎǘ ǘƘƛǎ 
as the category when recording the receipt of your salary into the bank. 

Similarly, you mighǘ ƘŀǾŜ ŀƴ 9ȄǇŜƴǎŜ ŎŀǘŜƎƻǊȅ ƴŀƳŜŘ άIƻǳǎŜƘƻƭŘ ŜȄǇŜƴǎŜǎέ ŀƴŘ ȅƻǳ ƳƛƎƘǘ ǎŜƭŜŎǘ 
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 
category by 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 a mortgage payment 
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 more sub-categories. For example, a category named "Household 
expenses" might have sub-ŎŀǘŜƎƻǊƛŜǎ ƴŀƳŜŘ ά9ƭŜŎǘǊƛŎƛǘȅέ ŀƴŘ άDŀǎέ ŀƳƻƴƎǎǘ ƻǘƘŜǊǎΦ We would be 
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 sub-category cannot contain further sub-categories.  

The Categories list 

The categories used in the software are listed on the Categories page, which is displayed by selecting 
the Categories tab of the main toolbar. 

The categories in the list are grouped into Income categories and Expense categories. Within this 
grouping the categories are shown in alphabetical order. 

You can choose to view just the parent 
categories in the list or to include sub-categories 
as well using the "show sub-categories" 
checkbox. 

 

When this option is ticked, sub-categories are 
shown below the row containing their parent 
category and are slightly indented. 

 

The two columns headed "Sub-category" and 
"Category" show the totals of the transactions 
dated during the period shown in the Period 
selector. You can change the period to view the 
totals for a different date range. 
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The "Sub-category" column shows the total of transactions processed to a category or sub-category 
and will only contain values if the "show sub-categories" option is ticked. 

The totals shown in the "Category" column consist of the total of transactions processed to the 
category and its sub-categories. 

Renaming a category 

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

Simply double-click on the category to 
open the editing window. 

5ŜƭŜǘŜ ǿƘŀǘ ƛǎ ŎǳǊǊŜƴǘƭȅ ƛƴ ǘƘŜ άbŀƳŜέ 
field and type in the new name you 
want to give this category. 

Click [Save] to save the change and 
close the editing window. 

The updated category name will be 
displayed in the Categories list. 

 

Adding a new category 

Home Accounts 4 comes with a fairly comprehensive list of categories but you can also add your own 
if you need to. 

Click on the [Add category] button, on the Categories tab of the main toolbar, to start 
ǘƘŜ άbŜǿ ŎŀǘŜƎƻǊȅέ ǿƛȊŀǊŘΦ 

9ƴǘŜǊ ŀ ƴŀƳŜ ŦƻǊ ǘƘŜ ƴŜǿ ŎŀǘŜƎƻǊȅ ƛƴ ǘƘŜ άCŀǘŜƎƻǊȅ ƴŀƳŜέ ŦƛŜƭŘΦ 

The category name can be anything you want but you cannot have two categories 
with the same name. You can have two sub-categories with the same name as long as they both 
belong to different parent categories; for example you could have a sub-category named 
"Miscellaneous" in both a "Household expenditure" category and a "Motor" category. 

If the category you are creating is to be 
a sub-category of another category, 
select the parent category using the 
"Sub-category of" dropdown. The 
dropdown contains only those 
categories that are not sub-categories 
themselves. 

If you select a parent category, the 
Type of the new sub-category will be 
the same as the parent and cannot be 
changed. 

 

If you have not selected a parent category, select the Type for the new category as either "Income" 
or "Expense". 
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Click [Finish] and confirm you want to create this category. 

The wizard will close and the new category will be added to the Categories list. 

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 can make a category into a sub-category by selecting a parent category from the ά{ǳō-category 
ƻŦέ ŘǊƻǇŘƻǿƴΦ 

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

Click 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 and then clicking the [Delete category] 
button on the Categories tab. Alternatively you can right-click on the category and 
select the "Delete category" option from the menu that appears. 

You will be asked to confirm that you want to delete the category. Once deleted the 
category record will be permanently removed. 

Tip: a category can only be deleted if it is not referenced in any transactions. 

 



Home Accounts 4 User Guide 25 © EZPZ Software Limited 2016 

.ǳŘƎŜǘǎ 
Budgets are a tool that can be used to help you plan ahead by enabling you to forecast under- or 
over-spending or to plan a savings strategy for one or more bank accounts. 

Budget values are calendar-monthly amounts. 

Income and expenditure budgets 

Income and expenditure budgets can be entered via the Budgets window or via the record for a 
category or asset, investment or liability account. 

Savings budgets 

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

Entering budgets via the Budgets window 
You can use the Budgets window to view and enter budgets for all your categories and accounts at 
the same time. 

For income and expenditure budgets: select the Categories tab and click on the [Budgets] 
button to open the Budgets window. 

For savings budgets: select the Accounts tab and click on the [Budgets] button to open 
the Budgets window. 

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

Budgets are shown for a year commencing with the month shown at the top of the Budgets window. 
To view your budgets for a different period, change the month and/or year and click the [Apply] 
button. 

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

Budget values can be entered individually, by typing directly into the cells of the grid, or you can use 
the controls at the bottom of the window to fill in all the budget values on the current row of the 
grid. 

Use the dropdown at the bottom 
left of the Budgets window to 
select the replacement option 
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 same 
month of the previous year +/- the percentage entered (income 
and expenditure budgets only). 

Previous year monthly average 

 

Calculate the total for the previous year then divide it by 12 
and replace all budget values with the result +/- the percentage 
entered (income and expenditure budgets only). 
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Previous year budgets 

 

Use the budgets from the previous year +/- 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 budget 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 category/account record 
Budgets for an individual bank account, category, or asset, investment or liability account, can be 
entered via the category/account record. 

¶ To enter budgets for a category, click on the Categories tab to display the Categories list. 

Locate the category in the list and double-click on it to open the category record. 

¶ To enter budgets for a bank account, asset, investment or liability account click on the 
Accounts tab to display the Accounts list. 

Locate the account in the list and double-click on it to open the account record. 

 

Click on the [Edit budget] button, at 
the bottom left of the record window, 
to open the budget editing window. 

Budget values can be entered 
individually, by typing directly into the 
fields for the months, or you can use 
the controls at the bottom of the 
screen to fill in the budget value for 
every month. 

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

 

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

The procedure for entering budgets via the record for an asset, investment or liability account is 
similar to that for a category; click on the Accounts tab, locate the account in the list and double-click 
on it. When the account record window opens, click on the [Edit budget] button to open the 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 budgets for the previous 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 cells indicate budgets that were not, or may 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 the cell containing the January 2013 budget will also be highlighted, indicating that 
we may need to consider increasing the budget for that month. 

In the case of expense categories and asset, investment and liability accounts budgets will be 
highlighted if actual spending exceeds the budget. 

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

You can adjust the budget figures for a category or account by double-clicking on its row in the list. 

Comparing budgets with actual savings 

A similar screen to that described in the previous paragraph is available for savings budgets and is 
displayed by clicking on the [Compare actuals] button on the Accounts tab of the main toolbar.  
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¢ƘŜ ¢ǊŀŎƪŜǊ 
The Tracker provides a visual comparison of your income and spending against your budget. The 
Tracker appears at the right-hand side of the Categories page. 

The Tracker consists of a series of coloured bars, each one representing an income or expense 
category. The totals of the transactions and monthly budgets for each category in the Tracker are 
calculated and displayed on the relevant tracker bar. The tracker bar fills up, like a thermometer, as 
the total of transactions approaches the total budget and changes colour if the total of transactions 
exceeds the 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: if the total of the transactions for a category results in a negative balance a zero balance will 
be displayed. 

Adding a tracker bar 
You can add as many tracker bars to the Tracker as space allows. 

Adding a tracker bar can be done by clicking on the [Add to tracker] 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, right-ŎƭƛŎƪ ƻƴ ŀ ŎŀǘŜƎƻǊȅ ƛƴ ǘƘŜ /ŀǘŜƎƻǊƛŜǎ ƭƛǎǘ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά!ŘŘ ǘƻ ǘǊŀŎƪŜǊέ ƻǇǘƛƻƴ 
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 sub-categories is being tracked, the transactions and budgets for 
the sub-categories will be included in the totals. 

Removing a tracker bar 
You can remove a tracker bar from the Tracker, by clicking on the small [Remove] 
button at the top right of the tracker bar. The remaining tracker bars will be 
repositioned to close the space. 

Configuring the Categories page 
The relative sizes of the Categories list 
and The Tracker can be changed using 

the [Configure] button at the top of the 
Categories list. 

In the window that appears you can set the 
width of the Categories list as a percentage 
of the Categories page. 

LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƘŜ ¢ǊŀŎƪŜǊ ǘƻ ōŜ ŘƛǎǇƭŀȅŜŘΣ 
set the width of the Categories list to 100%. 

Click [Save] to apply the new setting. 
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Configuring the Tracker 
You can customise the colours used for the 
tracker bars to your personal taste. 

Click on the [Configure] button located at the 
top right of the Tracker. 

In the window that appears you can change a 
colour by clicking on the colour swatch to 
ƻǇŜƴ ǘƘŜ άCƻƭƻǊέ ǿƛƴŘƻǿΦ Click on the colour 
you want and then click [OK] to select it. 

Click [Save] to apply the new colours. 
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LƴǾŜǎǘƳŜƴǘǎ 
An investment is 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 your investments. 

Investment accounts are one of the groups featured on the Accounts 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 displayed using the current investment 
price you can change the setting using the Dataset defaults option on the Settings menu. 

Additional information about your investments, including current market values, is shown on the 
Investments page. Click on the Investments tab of the main toolbar to view the Investments page. 

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

¶ Account name - the name of the investment account that the investment belongs to. 

¶ Commodity ς the name of the commodity for the investment. 

¶ Type - the type of commodity e.g. shares. 

¶ Quantity - the current number of units held. 

¶ Latest price - the most recent price per unit for the commodity in the base currency. 

¶ Market value - the current market value = Latest price x Quantity 

¶ At cost ς what the investment cost you. 

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

¶ Costs ς other costs such as commission. 

¶ Proceeds - the total income to date from sales, dividends or interest received. 

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

¶ ROI (%) - the percentage return on investment calculated as:  

(Market value + Proceeds ς At cost - Costs) / (At cost + Costs) * 100. 

Adding a new investment 
Click on the [Add investment] button, on the Investments tab, to add a new investment. 
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Select the investment account this 
investment will belong to. If the investment 
account does not already exist you can add 
it using the "Add new" option at the very 
top of the dropdown list. 

Select the commodity. If the commodity 
does not already exist you can add it using 
the "Add new" option at the very top of the 
dropdown list. 

If there is an opening balance for this 
investment, enter the details in the fields 
provided. 

 

Click [Save] to add the new investment. 

Tip: you can also add a new investment account from the Accounts page. 

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

Tip: an investment cannot be deleted if it is referenced in transactions; these must be deleted 
first. 

Commodities 

Commodities are used with investment records and indicate the commodity that the investment 
relates to. Commodities are managed via the "Commodities" window. 

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

Adding a commodity 

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

In the window that appears, type in the name of the new 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, 
double-click on the entry in the list. 

Click [Save] to save any changes you make. 

Deleting a commodity 

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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Commodity types 
Commodity types are used to categorise commodities. Commodity types are managed via the 
"Commodity types" window. 

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

Adding a commodity type 

Click on the [Add] button to add a new commodity type. 

In the window that appears type in the new commodity type. 

Click on [OK] to create the new commodity type. 

Deleting a commodity type 

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

Tip: certain commodity types are created by the system and cannot be deleted. 

Tip: commodity types cannot be edited as they values that are used in the completion of other 
records. 
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9ƴǘŜǊƛƴƎ ōŀƴƪ ŀƴŘ ŎǊŜŘƛǘ ŎŀǊŘ ǘǊŀƴǎŀŎǘƛƻƴǎ 
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 you want to add transactions for using the Account selector. 

 

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

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

 

Enter a single payment or receipt. 

 

Enter multiple payments or 
receipts all at once. 

 

Transfer money between one 
bank/cash/credit card account and 
another.  

Enter an opening balance. 

 

Revalue a foreign currency 
account. 

  

Enter a single payment or receipt 

The [New transaction] button lets you enter one transaction at a time. When this button is 
clicked you will see a window similar to the one below: 

Enter details of the transaction using 
the controls provided. 

{ŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ ŦƻǊ άǇŀƛŘ ƻǳǘέΣ ƛŦ ȅƻǳ 
ŀǊŜ ǊŜŎƻǊŘƛƴƎ ŀ ǇŀȅƳŜƴǘΣ ƻǊ άǇŀƛŘ ƛƴέ ƛŦ 
you are recording a receipt. 

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 
ŀƳƻǳƴǘ ǿƛƭƭ ōŜ ǎƘƻǿƴ ƛƴ ǘƘŜ άtŀƛŘ ƻǳǘέ 
ƻǊ άtŀƛŘ ƛƴέ ŎƻƭǳƳƴ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ 

 

Entering a split transaction 

[ŜǘΩǎ ǎŀȅ ȅƻǳ ŘƛŘ ǎƻƳŜ ǎƘƻǇǇƛƴƎ ŀǘ ASDA most of which could be categorised as groceries but you 
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 
separate amounts. 

¢Ƙŀǘ ƛǎ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ ŀ άǎǇƭƛǘ ǘǊŀƴǎŀŎǘƛƻƴέΦ 
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We start by clicking the [New transaction] button, as we did in the previous section, to open the 
άbŜǿ ǘǊŀƴǎŀŎǘƛƻƴέ ǿƛƴŘƻǿΦ 

We enter the date and reference as we did before but this time, instead of selecting a category using 
the dropdown, we click on the [Split] button. ¢Ƙƛǎ ƻǇŜƴǎ ǘƘŜ ά{Ǉƭƛǘ ǘǊŀƴǎŀŎǘƛƻƴέ ǿƛƴŘƻǿΦ Lƴ ǘƘƛǎ 
window we can add multiple lines each with its own category, project, details and amount as 
required. 

You can also mix paid out and paid in items in the same split so that, for example, you could record a 
ǊŜŦǳƴŘ ŦƻǊ ŀƴ ƛǘŜƳ ȅƻǳ ǊŜǘǳǊƴŜŘ ōȅ ŜƴǘŜǊƛƴƎ ǘƘŜ ŀƳƻǳƴǘ ƛƴ ǘƘŜ άtŀƛŘ ƛƴέ ŎƻƭǳƳƴΦ 

If you make a mistake and want to remove a row just click on the row and click the [Delete] button. 
The item 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. 

¢ƘŜ ά{Ǉƭƛǘ ǘƻǘŀƭέ ŦƛŜƭŘ ǎƘƻǿǎ ǘƘŜ ǘƻǘŀƭ ƻŦ ǘƘŜ ƛǘŜƳǎ ǿŜ ƘŀǾŜ ŜƴǘŜǊŜŘ ŀƴŘ ǿƛƭƭ ōŜ ƴŜƎŀǘƛǾŜ ƛŦ ǘƘŜǊŜ ŀǊe 
more paid outs than paid ins in the list and positive if vice versa. 

  

 

/ƭƛŎƪ ǘƘŜ ώhYϐ ōǳǘǘƻƴ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ άbŜǿ ǘǊŀƴǎŀŎǘƛƻƴέ ǿƛƴŘƻǿΦ 

Note that some of the controls have 
now been disabled as their content is 
defined in the individual splits that 
make up the transaction. 

If you need to edit the splits before 
saving the transaction click on the 
[Split] button to display the ά{Ǉƭƛǘ 
ǘǊŀƴǎŀŎǘƛƻƴέ ǿƛƴŘƻǿ again. 

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 total amount will be 
ǎƘƻǿƴ ƛƴ ǘƘŜ άtŀƛŘ ƻǳǘέ ƻǊ άtŀƛŘ ƛƴέ ŎƻƭǳƳƴ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ 

¢ƘŜ ά/ŀǘŜƎƻǊȅέ ŎƻƭǳƳƴ will ŘƛǎǇƭŀȅ άғ{Ǉƭƛǘ ǘǊŀƴǎŀŎǘƛƻƴҔέ ŀƴŘ ǎƻƳŜ ŎƻƭǳƳƴǎΣ ǎǳŎƘ ŀǎ ǘƘŜ ά5Ŝǘŀƛƭǎέ 
column, will be blank since they refer to mixed content. 
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You can display the individual items that make up split transactions on the ledger by ticking the 
άǎƘƻǿ ǎǇƭƛǘǎέ ŎƘŜŎƪōƻȄ ƴŜŀǊ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ !ŎŎƻǳƴǘ ƭŜŘƎŜǊ ǇŀƎŜΦ 

Entering a batch of transactions 

The [New batch] button lets you enter one or more transactions at a time. When this button 
is clicked you will see a window similar to the one below: 

 

In this window each row will become a transaction for the selected bank account when saved. 

Enter the information in each column using the controls provided. 

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

¢ȅǇŜ ǘƘŜ ŀƳƻǳƴǘ ƛƴ ŜƛǘƘŜǊ ǘƘŜ άtŀƛŘ ƻǳǘέ ƻǊ ǘƘŜ άtŀƛŘ ƛƴέ ŎƻƭǳƳƴ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜ ǘƘŜƴ ǇǊŜǎǎ ғ9ƴǘŜǊҔ 
or <Tab> on your keyboard. A new row will be 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 
ƻŦ ǘƘŜ ŎƻƴǘǊƻƭǎ ƻƴ ǘƘŜ ǊƻǿΣ ǎǳŎƘ ŀǎ ǘƘŜ άtǊƻƧŜŎǘέ ŀƴŘ ά5Ŝǘŀƛƭǎέ ŎƻƭǳƳƴǎΣ ǿƛƭƭ ƴot be available when a 
split transaction has been entered as the row will refer to multiple mixed items. 

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

The [Delete] button is 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 transfer of money between two accounts. 
Either account must be a bank or credit card account. When 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 being 
ƳƻǾŜŘ ŦǊƻƳ ǳǎƛƴƎ ǘƘŜ άCǊƻƳ ŀŎŎƻǳƴǘέ 
dropdown. 

Select the account the money is being 
ƳƻǾŜŘ ǘƻ ǳǎƛƴƎ ǘƘŜ ά¢ƻ ŀŎŎƻǳƴǘέ 
dropdown. 

Enter the date and the amount of the 
transfer. 

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

 

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

Lƴ ǘƘŜ ŀōƻǾŜ ŜȄŀƳǇƭŜΣ ƛŦ ǿŜ ŜȄŀƳƛƴŜ ǘƘŜ ƭŜŘƎŜǊ ŦƻǊ άCƛǊǎǘ 5ƛǊŜŎǘ Ƨƻƛƴǘ ŀŎŎƻǳƴǘέ the transfer shows in 
ǘƘŜ άtŀƛŘ ƻǳǘέ ŎƻƭǳƳƴ ŀƴŘ Ƙŀǎ άCƛǊǎǘ 5ƛǊŜŎǘ ǎƻƭŜ ŀŎŎƻǳƴǘέ ŀǎ ǘƘŜ ǇŀȅŜŜΦ 

IŦ ǿŜ ŜȄŀƳƛƴŜ ǘƘŜ ƭŜŘƎŜǊ ŦƻǊ άCƛǊǎǘ 5ƛǊŜŎǘ ǎƻƭŜ ŀŎŎƻǳƴǘέ ǘƘŜ ǘǊŀƴǎŦŜǊ ǎƘƻǿǎ ƛƴ ǘƘŜ άtŀƛŘ inέ ŎƻƭǳƳƴ 
ŀƴŘ Ƙŀǎ άCƛǊǎǘ 5ƛǊŜŎǘ Ƨƻƛƴǘ ŀŎŎƻǳƴǘέ ŀǎ ǘƘŜ ǇŀȅŜŜΦ 

Foreign currency transfers 

Transfers involving foreign currency bank accounts are also possible. 

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

In this example we are transferring an 
ŀƳƻǳƴǘ ƻŦ ϵмлл ŦǊƻƳ ŀ ŜǳǊƻ ōŀƴƪ 
account to a sterling bank account, our 
base currency. The amount was received 
by the bank and converted into sterling 
and we received an amount of £56.18. 

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

 

It is also possible to have a transfer that takes place between two bank (or credit card) accounts both 
of which are foreign currency accounts. 
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In this example we are transferring an 
amount of $100 from a US dollar bank 
account to a bank account whose 
currency is the euro. The amount was 
received by the bank and converted into 
an amount of 75.00 euros. 

In this scenario we must use two 
exchange rates: exchange rates are 
always expressed in terms of the base 
currency, which is pound sterling. We 
therefore need to enter both the 
amounts and also both exchange rates 
for the two currencies. 

 
 

We have used some unusual exchange rates here to make the calculation easier to follow: 

$100 at an exchange rate of 2.00 $/£ = £50.00. 

ϵтрΦлл ŀǘ ŀƴ ŜȄŎƘŀƴƎŜ ǊŀǘŜ ƻŦ мΦрл ϵκϻ Ґ ϻрлΦллΦ 

Since the amount in the base currency is the same in both cases, the software will accept this as a 
valid transfer. 

Revaluing a foreign currency account 

When transactions are created for a foreign currency account 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 accounts need to be "revalued" from time to time. Revaluation does not affect the 
balance of a foreign currency account in terms of its native currency - 100 US dollars received by you 
six months ago into a US dollar bank account will still be worth 100 US dollars - only the equivalent 
value in terms of the base currency. 

For example, say we received 900 US dollars on 01/06/2013 and on that date the exchange rate we 
used was 1.5652173 $/£ making the equivalent value £575.00. 

However, come the 30/06/2013 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 account using the [Revalue currency] 
button. 
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In the window that appears, the old 
balance of the account is shown in 
both native and base currencies. 

Enter the date the revaluation is 
being carried out at. A date in the 
future cannot be used. 

Enter the exchange rate to be used 
for the revaluation in the field 
provided. 

Click on [Save] to carry out the 
revaluation. 

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

 

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, only its base currency equivalent. 

The transaction will only be visible on the ledger for the foreign currency account when viewed in the 
base currency. 

 

What needs to be entered for a transaction 
Here is a summary of the information that must/can be entered for each transaction: 

Date The transaction date mandatory 

Reference A suitable reference for the transaction of up to 10 characters, for 
example a cheque number. 

optional 

Category 1 The category for the transaction. mandatory 

Project 1 The project that the transaction is linked to. optional 

Payee The payee for the transaction. This is whom the amount was paid to 
or received from. 

optional 

Details 1 A description of the transaction to help you remember what it was 
for. Maximum 50 characters. 

optional 

Amount 1 The transaction amount. Select "Paid out" or "Paid in" to indicate 
whether the amount was paid out of the bank account or paid in. 

mandatory 

One-off 1 Tick the box if this is a one-off, or non-regular, transaction. One-off 
transactions are excluded when calculating budgets based on 
previous spending. 

optional 

 1These controls are not available for split transactions.  

 



 

Home Accounts 4 User Guide 39 © EZPZ Software Limited 2016 

Using presets 

! άǇǊŜǎŜǘέ ƛǎ ŀ ƘŀƴŘȅ ǿŀȅ ƻŦ ƳŜƳƻǊƛǎƛƴƎ ǘǊŀƴǎŀŎǘƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴ, for a bank payment or receipt, so 
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 open the list of current preset 
entries. 

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

Each preset needs to be given a unique code, of up 
to 10 characters, to identify it. In the example 
ǎƘƻǿƴ L ƘŀǾŜ ǳǎŜŘ ά¢9{/hмέ ŀǎ ǘƘŜ /ƻŘŜΦ 

The rest of the details in a preset are optional; 
whatever you enter will be used to populate your 
transaction when you select this preset from a list. 

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

 

When you next come to enter a transaction you can 
use the preset if required. 

For example, click on [New transaction] to open the 
άbŜǿ ǘǊŀƴǎŀŎǘƛƻƴέ ǿƛƴŘƻǿΦ 

Activate the Preset dropdown and select the 
required preset from the list. 

 

The information contained in the preset will be used 
to populate the fields for the new transaction. 

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

 

Creating a preset from an existing transaction 
The second way to create a new preset is to use the information contained in an existing transaction. 

Locate the transaction of the Account ledger page and right-click on the transaction. Select the 
ά/ǊŜŀǘŜ ǇǊŜǎŜǘέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ǘƘŀǘ ŀǇǇŜŀǊǎΦ 

¢ƘŜ άtǊŜǎŜǘέ ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊ ŀƴŘ ǿƛƭƭ ōŜ ǇƻǇǳƭŀǘŜŘ ŦǊƻƳ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ȅƻǳ 
selected. 
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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 input 
screens by un-ǘƛŎƪƛƴƎ ǘƘŜ άǎƘƻǿ tǊŜǎŜǘǎ ŘǊƻǇŘƻǿƴέ ŎƘŜŎƪōƻȄ ƻƴ ǘƘŜ άtǊŜǎŜǘǎέ ǿƛŘƻǿΦ 
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9ƴǘŜǊƛƴƎ ŀǎǎŜǘ ŀƴŘ ƭƛŀōƛƭƛǘȅ ŀŎŎƻǳƴǘ ǘǊŀƴǎŀŎǘƛƻƴǎ 
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 you want to add transactions for using the Account selector. 

 

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

Asset account transactions 

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

 

Enter an increase or decrease in 
value. 

 

Enter an opening balance. 

Enter an increase or decrease in value 
When you click on the [New transaction] button you will see a window similar to the one 
below. 

Enter details of the transaction using 
the controls provided. 

¢ƘŜ ά!ǎǎŜǘ ǊŜǾŀƭǳŀǘƛƻƴ ǊŜǎŜǊǾŜέ 
category is initially selected but can be 
changed if required. For example if you 
were entering depreciation for a motor 
vehicle you would select the 
ά5ŜǇǊŜŎƛŀǘƛƻƴέ ŎŀǘŜƎƻǊȅΦ 

¢ƘŜ ŎƻƴǘǊƻƭǎ ŦƻǊ ά!ƳƻǳƴǘέΣ άbŜǿ 
ǾŀƭǳŜέ ŀƴŘ ǘƘŜ ƛƴŎǊŜŀǎŜκŘŜŎǊŜŀǎŜ 
options are connected to help you 
enter the correct value. Only positive 
values can be entered in the Amount 
field but the New value field will accept 
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 
ǘƘŜ άDecreaseέ ƻǊ άIncreaseέ ŎƻƭǳƳƴ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ 

Liability account transactions 

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

 

Enter an increase or decrease in 
value. 

 

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

Enter details of the transaction using 
the controls provided. 

Select the appropriate category. In the 
example shown we are adding the 
annual interest charge to a loan 
account and have selecteŘ ǘƘŜ ά[ƻŀƴ 
ƛƴǘŜǊŜǎǘ όƛƴǘŜǊŜǎǘ ǇŀƛŘύέ ŜȄǇŜƴǎŜ 
category. 

¢ƘŜ ŎƻƴǘǊƻƭǎ ŦƻǊ ά!ƳƻǳƴǘέΣ άbŜǿ 
ǾŀƭǳŜέ ŀƴŘ ǘƘŜ ƛƴŎǊŜŀǎŜκŘŜŎǊŜŀǎŜ 
options are connected to help you 
enter the correct value. Only positive 
values can be entered in the Amount 
field but the New value field will accept 
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 
ǘƘŜ ά5ŜŎǊŜŀǎŜέ ƻǊ άLƴŎǊŜŀǎŜέ ŎƻƭǳƳƴ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ 

Tip: increasing the value/balance of a liability makes it more negative. 
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9ƴǘŜǊƛƴƎ ƛƴǾŜǎǘƳŜƴǘ ŀŎŎƻǳƴǘ ǘǊŀƴǎŀŎǘƛƻƴǎ 
Investment transactions are added via the Investments page. Click on the Investments tab of the 
main toolbar to display the Investments page. 

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

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

Select the investment from the dropdown list. 

Enter the date of the transaction. 

Select the type of activity from the dropdown 
list. 

Click [Next] to go to the next page. 

 

This page will not appear for "Add" and 
"Remove" activities. 

Enter a reference as required. 

Select the bank account from the dropdown list. 

Enter a payee as required. 

Click [Next] to go to the next page. 

 

This page will not appear for "Dividend" and 
"Interest" activities. 

Enter the quantity and price in the fields 
provided. 

Click [Next] to go to the next page. 

 



 

Home Accounts 4 User Guide 44 © EZPZ Software Limited 2016 

This page will only appear for "Buy" and "Sell" 
activities. 

Enter the amount of commission charged, if 
applicable, and select the relevant expense 
category using the dropdown provided. 

Click [Next] to go to the next page. 

 

This page will only appear for "Dividend" and 
"Interest" activities. 

Enter the amount of the dividend, or interest, 
and select the relevant Income category using 
the dropdown provided. 

Click [Next] to go to the next page. 

 

Check the details on the Summary page and edit 
them as required or use the [Back] button to go 
back and change details. 

Click [Finish] and confirm that you want to save 
the new transaction. 

 

Selling an investment 
Before 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: 

¶ "Sale of investments" - an income category. 

¶ "Cost of investments sold" - an expense category. 
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These categories should then be selected on 
the "Income and costs categories" page of the 
New investment transaction wizard. 

In the field labelled "Cost price" enter the cost 
per unit value of the units you are selling; the 
program will suggest an average cost value 
calculated from the total "At cost" value 
divided by the Quantity held. 

 

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 was sold 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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9ƴǘŜǊƛƴƎ ŀƴ ƻǇŜƴƛƴƎ ōŀƭŀƴŎŜ 
In addition to being able to enter the opening balance of an account at the time of its 
creation you can also use the [Opening balance] button to enter an opening balance at 
any time. 

An opening balance is the balance of an account, or the value of an asset, as it was at 
the date you have selected to begin entering 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 clicked on for a bank account you will see a window similar to the one below: 

 

Enter the amount in the field provided and select an option to indicate whether the account was in 
credit or overdrawn. 

If the opening balance is being entered for a foreign currency account an additional field for the 
exchange rate will be visible and must be completed. 

Click on the [Save] button to save the opening balance to the account ledger. 

Similar screens are used for other types of accounts with variations in the option labels: 

¶ When entering an opening balance for an asset account, the ƻǇǘƛƻƴǎ ŀǊŜ ƭŀōŜƭƭŜŘ άǇƻǎƛǘƛǾŜ 
ǾŀƭǳŜέ ŀƴŘ άƴŜƎŀǘƛǾŜ ǾŀƭǳŜέΦ 

¶ When entering an opening balance for a credit card or liability account, the options are 
ƭŀōŜƭƭŜŘ άōŀƭŀƴŎŜ ƻǿƛƴƎέ ŀƴŘ άƛƴ ŎǊŜŘƛǘέΦ 

¶ When entering an opening balance for an investment you enter the quantity 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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9ƴǘŜǊƛƴƎ ƧƻǳǊƴŀƭǎ 
Journal transactionsΣ ƻŦǘŜƴ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ άƧƻǳǊƴŀƭǎέΣ are used to move amounts from 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 journals, one for each account. 
Each journal appears on the account ledger for the relevant account. 

Journals are entered as a transaction batch consisting of two or more transactions. Each transaction 
will have either a debit amount or a credit amount. Before a journal batch can be saved, the total of 
the debit amounts must equal the total of the credit amounts so that the batch total is zero. 

Journals are entered using the [Enter journals] button on the Categories toolbar. 

In the ά9ƴǘŜǊ ƧƻǳǊƴŀƭǎέ ǿƛƴŘƻǿ ǘƘŀǘ ŀǇǇŜŀǊǎ, each row in the Splits grid will become an 
individual transaction when the batch is saved. 

 

 

 

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 required. 

Details Transaction details (up to 50 characters).  

Debit / Credit Enter the amount in either the Debit or Credit column, but not both. 

The terms "debit" and "credit" here have their usual accountancy meanings. The table below shows 
the effect on the balance 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)   100.00 

Mortgage interest (expense category) 100.00   

 

Recording the breakdown of a salary to account for PAYE and National Insurance could be processed 
as follows: 

 
Debit Credit 

Gross salary (income category)   1000.00 

PAYE (expense category) 200.00   

NI (expense category) 100.00   

Bank account 700.00   

  

As each row of the grid is completed, the total of the items is shown as the Batch total, being the 
total debits less the total credits. The journal batch can only be saved when the Batch total is zero. 

If you make an error on a row click on the [Remove] button whilst on the row. The entry will be 
shown crossed through and will not be included in the batch total or processed when 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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LƳǇƻǊǘƛƴƎ ǘǊŀƴǎŀŎǘƛƻƴǎ ŦǊƻƳ ŀ ŦƛƭŜ 
¢ƘŜ άLƳǇƻǊǘ ǘǊŀƴǎŀŎǘƛƻƴǎέ ƻǇǘƛƻƴ ƻƴ ǘƘŜ CƛƭŜ ƳŜƴǳ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ƛƳǇƻǊǘ ǘǊŀƴǎŀŎǘƛƻƴǎ ŦǊƻƳ ŀ 
suitable file directly into your transactions table thus making it possible to add transactions very 
quickly without having to enter them manually. 

Various banks and other financial institutions allow their customers to download transactions from 
their on-line 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 duplication of 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 are 
importing from using the File type 
dropdown. Files of type QIF, OFX 
and CSV are currently supported. 

Use the [Pick File] button (the 
button with three dots on it) to 
locate and select the source file you 
want to import your transactions 
from. The file can be located 
anywhere on your computer. 

Select the Bank account that the 
transactions are to be imported 
into.  

  

Click [Next] to continue. 



 

Home Accounts 4 User Guide 50 © EZPZ Software Limited 2016 

Step 2 - Contents of file 
The contents of the selected file are shown at the left-hand side of the window. 

Importing from a QIF file 
A typical QIF file is shown in the 
screenshot. 

Select the date format used in the 
downloaded file using the dropdown 
provided. In the screenshot the date 
format used is "USA" as the dates are in 
the format mm-dd-yy (month-day-
year). 

If you select the wrong date format, the 
transactions shown on the next page 
will often include some with blank 
dates, indicating the date is invalid in 
the selected date format.  

For example, if the date line contained "16-02-09" then the date format used appears to be British of 
type "dd-mm-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, simply click the 
[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. Not all values may be present in the 
file you are importing from. 

¶ A line beginning with the letter "D" indicates a date. Pay particular attention to how the date 
is formatted as different banks use different date formats. 

¶ A line beginning with the letter "P" indicates the payee. This information is used for the 
payee field. 

¶ A line beginning with the letter "N" indicates 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 sub-category. 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 the sub-category if 
applicable, in Step 3 below. 

¶ A line beginning with the letter "T" indicates the amount. A negative amount indicates a 
payment; a positive amount indicates a receipt. 

¶ A line 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, use 
the grid, on the right of 
the page, to indicate the 
fields and the order in 
which they appear in the 
data. 

Use the dropdown, in the 
grid column headed 
"Field" to select the field 
in the transaction that the 
contents belong in. For 
anything in the Contents 
column that should be 
ignored do not select a 
value for Field. 

 

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

¶ If the amount is shown in one column and is signed (+ for receipts, - for payments) then 
select the "signed amount" option for that column. 

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

 

CSV is a standard format of text file and stands for "comma-separated 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 amounts; 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 from 
is an OFX file there is no need to 
select a date format as dates take a 
standard format of YYYYMMDD. 
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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 
categories 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 transaction must have at least a date, a 
category and a non-zero 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 the grid that have the same Payee but no 
category yet selected will be updated with the selected category. This can then be changed if 
required. 

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 duplicate 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 being imported you will see the word "matched" in the "Matched" 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 (+ or - 3 days) as a transaction being imported you will see the word "possible" 
in the "Matched" column. 

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

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

Where the bank account 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 post-import. 

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, to select multiple 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 the Matched column. If a transaction has text in the Matched column but 
you still want to add it you 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 be added to your transactions table. 
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!ǳǘƻƳŀǘŜŘ ŜƴǘǊƛŜǎ 
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 are managed via the Automated entries page. Click on the Automated entries tab 
of the main toolbar to view the Automated entries page. 

Adding an automated entry 

Click on the [Add entry] button, on the Automated entries tab, to start the άNew automated entryέ 
wizard. 

Page 1 

Select the type of automated entry you 
want to create from the available 
options. 

The different options are explained in 
more details below. 

The example screens show the wizard 
being used to set up a new bank 
payment out. 

 

ω bank payment out - use for payments our of a bank or credit card account 

ω bank receipt in - use for amounts received into a bank or credit card account 

ω bank / credit card transfer - use for transfers between bank and/or credit card accounts 

ω account / category transfer - use for transfers between categories and/or accounts that are not 
bank or credit card accounts i.e. asset and liability accounts 

Page 2 

Enter a description for the automated 
entry; this will appear in the automated 
entries list and helps you distinguish 
one entry from another. 

Select the bank account the payment is 
to be made from using the first 
dropdown control. 

Select the category (or asset or liability 
account) using the second dropdown 
control. 

Enter the amount of the regular 
instalment. 
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Page 3 

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

Select the project as required. 

Select or enter the payee name. 

Enter the details as required. 

 

Page 4 

Enter the start date; this is the date of 
the first instalment. 

Select the frequency of the instalments.  

{ŜƭŜŎǘ ǘƘŜ άǳƴǘƛƭ ŦǳǊǘƘŜǊ ƴƻǘƛŎŜέ ƻǇǘƛƻƴ 
if you want the instalments to continue 
until you stop them. 

{ŜƭŜŎǘ ǘƘŜ άƴǳƳōŜǊ ƻŦ ƛƴǎǘŀƭƳŜƴǘǎέ 
option, if there are a fixed number of 
instalments, and enter the number of 
instalments. 

The checkbox labelled "adjust date if it 
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, in line 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 same 
amount there is no need to enter 
anything on this page. 

 

Click on the [Finish] button to save the 
new entry. The new entry will be added 
to the Automated entries list. 
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Editing an automated entry 

You can edit an automated entry at 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 Automated entries page. 

Locate the entry in the list that you want to edit and double-click 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 instalments have been processed, the start date of the automated entry cannot be 
changed. 

You can edit the next due date, on the Processed tab, to control the date of the next instalment. The 
next due date cannot be earlier than the start date of the automated entry. 

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

Adding a split to an automated entry 

An automated entry can consist of one or multiple splits. Each split can relate to a different category 
and amount. For example, you could split your monthly instalment to Sky to show how much was for 
Sky TV and how much was for Sky Broadband. When processed, each instalment will show on the 
ledger as a single transaction for the total amount. 

Splits are added and removed using the Splits tab of the automated entry record. 

On the Splits tab click on the [Add] 
button to add a new split. 

In the automated entry split window 
that appears, enter the details for the 
new split. 

Each split must have a category and an 
amount. 
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Each split can have its own project link, 
ŀƴŘ ŘŜǘŀƛƭǎΦ ! ƳƛȄǘǳǊŜ ƻŦ άǇŀƛŘ ƛƴέ ŀƴŘ 
άǇŀƛŘ ƻǳǘέ ǎǇƭƛǘǎ ƻƴ ŀƴ ŀǳǘƻƳŀǘŜŘ ŜƴǘǊȅ 
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 entry record. 

 

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

 

 

Tip: you must create the automated entry using a single category first and then edit the record to 
enter additional splits. 

Stopping an automated entry 

If you want to stop an automated entry which was set up as "until further notice" you can do so by 
selecting the άnumber of instalmentsέ option on the Instalments tab. This will update the άnumber of 
instalmentsέ value with the number already processed and no further instalments will be made. 

Deleting an automated entry 

Highlight the entry that you want to delete, in the list on the Automated entries page, and click on 
the [Delete entry] button on the Automated entries tab. 

The entry will be deleted from the list and no further instalments will be made. 

Tip: deleting an automated entry will not affect any transactions that have already been created 
from it. 
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Duplicating an automated entry 

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

Right-click on the 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 posted values reset so that you 
can edit the start date and other details as required. 

Processing automated entries 

Automated entries are processed via the Automated entries tab of the main toolbar. 

Click on the [Process entries] button ǘƻ ƻǇŜƴ ǘƘŜ άtǊƻŎŜǎǎ automated ŜƴǘǊƛŜǎέ ǿƛƴŘƻǿ. 

²ƘŜƴ ŦƛǊǎǘ ƻǇŜƴŜŘ ǘƘŜ ǿƛƴŘƻǿ ǎƘƻǿǎ ǘƘŜ ƛƴǎǘŀƭƳŜƴǘǎ ŘǳŜ ǘƻ ōŜ ǇǊƻŎŜǎǎŜŘ ŀǘ ǘƻŘŀȅΩǎ ŘŀǘŜΦ 9ƴǘŜǊ ŀ 
different date to show instalments due for the new date. 

 

 

If you need to adjust any of the 
details prior to processing you can 
do so by selecting the instalment in 
the list and then clicking the [Edit] 
ōǳǘǘƻƴ ǘƻ ƻǇŜƴ ǘƘŜ ά9Řƛǘ ǎǇƭƛǘǎέ 
window. 

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

Where the instalment involves a 
foreign currency account, enter the 
exchange rate to be used in the 
Rate column, which is visible when 
the multi-currency option is 
enabled. 

 

Click [Save] to save the amended instalment and return to the άtǊƻŎŜǎǎ ŀǳǘƻƳŀǘŜŘ ŜƴǘǊƛŜǎέ ǿƛƴŘƻǿΦ 

Select the instalments you wish to process by placing a tick in the box in the left-hand column. 

When an instalment is processed the following actions take place: 






















































































































