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The information in this User Guide has not been peeewed but is believed to be accurate.
The vendor assumes no responsibility for any inaceesdbiat may be contained in the
document, makes no commitment to update or to keep curranfdhmation in the document,
or to notify any person or organization of the updates.

Kerry Web Design reserves the right to make changegtortduct described in this
document at any time and without notice. The produch,dfing software, and documentation
may not, in whole or in part, be photocopied, reproducadstated or reduced to any medium
or machine without prior written consent.

IN NO EVENT WILL ALTOBRIDGE LTD BE LIABLE FOR DIRECT, INDIRECT,
SPECIAL, INCIDENTAL, SPECULATIVE OR CONSEQUENTIAL BMAGES ARISING
FROM THE USE OR INABILITY TO USE THIS PRODUCT OR OEMMENTATION,
EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGESN PARTICULAR,
THE VENDOR SHALL NOT HAVE LAIBILITY FOR ANY HARDWARE, SOFTWARE,
OR DATA STORED OR USED WITH THE PRODUCT, INCLUDINBHE COSTS OF
REPAIRING, REPLACING, INTEGRATING, INSTALLING OR REOVERING SUCH
HARDWARE, SOFTWARE, OR DATA.

Any disputes arising between the manufacturer androestshall be governed by the laws of
Thailand. Thailand shall be the exclusive venue forékeluation of any such dispute. Kerry
Web Design's total liability for all claims willad exceed the amount of a donation if any,
made for the product.

Information in this document is subject to change without notice.

Other products and companies referred to herein are teakleor registered trademarks of
their respective companies or mark holders.
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Introduction

This document describes how to install, configure and usdéiheDawn Personal
Financial Organizer (PFO). The document contains th@aximg chapters:

Chapter 1, Introduction. Describes the terminology usedeiniticument and
provides support information.

Chapter 2, Introducing the New Dawn PH®ovides a high level description of what
the PFO does and introduces the main components of the PFO.

Chapter 3, Features and FunctioRsovides a detailed description of the PFO
features and how these can be used to provide important fiherficianation that
can help you analyze, predict and manage your personatimaituation.

Chapter 4, The User Interfadatroduces the PFO Graphical User Interface (GUI)
and describes the setup task that you need to perforfindtigme you run the PFO.

Chapter 5, Using the Account Managerovides detailed step-by-step instructions
for performing account related tasks such as creatingdacéion accounts and
categories, cash accounts, default cash accounts, modifyiogra@ttributes and
deleting accounts.

Chapter 6, Using the Transaction Manad¥&ovides detailed step-by-step
instructions entering, modify and deleting transactiong; to manage different
types of complex transactions, how to create trangectimat fall due on regular
future dates, and how to interpret your future cash flows dm&sh account.

Chapter 7, Using the Report Managé&rovides detailed step-by-step instructions for
generating PFO reports, both as online and hardcopy Exaetse

Abbreviations

AM Account Manager

PFO Personal Financial Organizer
RM Report Manager

™ Transaction Manager
Definitions

The following definitions are used throughout this document:

Term Description
Account A process of comparing your record of an account with the
Reconciliation actual account statement provided by a bank, credit card

company or other financial service provider. Reconciliation
means finding a satisfactory explanation of any differences
between your records and the account statement.

Budget Period A period, usually between 3 and 12 months into the future, in
which you estimate your future income, expenditure and
anticipated balance.



1.3

USER GUIDE

Term

Description

Budget Reconciliation

Cash Account

Credit Amount

Category

Debit Amount

Default Cash Account

Financial Service
Provider

Over Budget

Transfer Payment

Transaction Account

Under budget

The act of entering an actual amount against a budget
amount when the actual amount is known.

Any account, such as a bank, building society, savings or
credit card account that you can access instantly to make
deposits to or withdrawals from.

An amount that increases your disposable income, such as
your income from employment, interest received, tax refund,
or income from investments.

A category within a transaction account used to refine your
analysis of particular kinds of expenditure and income. For
example, a Household account might include the categories
Electricity, Water, Property Taxes, Home Insurance,
etcetera

An amount that decreases your disposable income, such as
expenditure on entertainment, household, food, motoring,
utilities, etcetera.

The cash account where the majority of your transactions
take place. In most cases this will be a bank account. Other
cash accounts can be linked to the default cash account. For
example, you might pay your credit card account by cheque
or direct debit from your bank account.

A bank, credit card company, mortgage provider, or any
other financial institution providing retail banking services.

When an actual amount is more than a budgeted amount.

A payment that is reflected in two accounts. For example, if
you pay your credit card bill from your bank account, your
credit card account is credited with the payment and your
bank account is debited with the payment.

An account used to record expenditure or income, such as
Household, Motoring, Entertainment and Leisure, Income,
Health, Investment Income, etcetera.

When an actual amount is less than a budgeted amount.

Table 1: Definitions

Conventions

The following font styles are used throughout this docurteeemphasize different

features:
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Term

Description Style

GUI feature

Input

Link

Value

Title

The name or title of any GUI Account name;:
feature such as an input field,

combination box, button or

panel.

Data that you are required to Opening balance
enter, either in an input field or

selecting from a GUI feature

such as a combination box.

A hypertext link from one part of | The Transaction Manager
this document to a chapter or

section in another part of the

document.

Data values displayed by the 0.00
PFO.

The title of a PFO Report Reconciliation Report

Table 2: Conventions

Color Coding

The PFO color codes and displays numerical data accaaingguently used
conventions regarding the display of financial data:

Data

Description Example

Credit Amount When you enter a credit amount, it 207.38

is displayed in blue
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Data

Description

-xample

Debit Amount

When you enter a debit amount, it is
displayed in red

-32.64

Credit Balance

When you see a credit balance or a
credit amount in a table, it is
displayed with a blue background

Debit Balance

When you see a debit balance or a
debit amount in a table, it is
displayed with a red background

216077

Zero Amount

When you see a balance or amount
field in a table that is a zero, it is
displayed with a green background.

Substantially over budget

The percentage difference between
actual and budgeted totals is
between 75% and 100% over
budget.

Moderately over budget

The percentage difference between
actual and budgeted totals is
between 25% and 75% over
budget.

Slightly over budget

The percentage difference between
actual and budgeted totals is
between 2.5% and 25% over
budget.

In line with budget

The percentage difference between
actual and budgeted totals is
between 2.5% under budget and
2.5% over budget.

Slightly under budget

The percentage difference between
actual and budgeted totals is
between 2.5% and 25% under
budget.

Moderately over budget

The percentage difference between
actual and budgeted totals is
between 25% and 75% under
budget.

i

.70

Substantially over budget

The percentage difference between
actual and budgeted totals is
between 75% and 100% under
budget.

a0.00

Transfer

When a transaction in the
Transaction Manager is a transfer
payment.

|Transfer
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Table 3: Color Coding
New Dawn Support

For customer support issues, report problems, make donati@amy other issues
with the New Dawn PFO, please use one of the following :links

Email: info@newdawnpfo.com

Website:www.newdawnpfo.com
Phone: +66 32 53 66 73
Mobile: +46 70 770 54 87
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Introducing the New Dawn PFO

The New Dawn Personal Financial Organizer (PFO) sofiware tool that lets you
control your personal finances rather than have your fegoontrol you. It provides
simple and intuitive user-friendly interfaces that sinyplife everyday tasks you need
to perform if you want to budget and manage your financascontrolled and
effective way.

The PFO can save you substantial amounts of money inagdhterest charges, late
payment penalties and unauthorized overdraft charges. Ityaipsaintain a good
credit rating and avoid the stress of financial distréégh the PFO you can:

Analyze your past income and expenditure. You canustevhen and how
your income is being earnt and spent. This lets you igecaifegories of
expenditure that may be excessive, unnecessary and over bBlmgean plan
ahead to reduce or eliminate unnecessary expenditures ame tveg your
income and expenditure are better balanced.

Predict how your finances are going to look a few monthsti@duture by
budgeting for future expenditure and income. Budgeting letsdgmiify future
hot spots that if left unmanaged could result in experigiaacial penalties,
reduce credit ratings, or even asset repossessionFD@iRes you time to
adjust your expenditure to avoid these hot spots

The Personal Financial Organizer lets you identify yature credit
requirements so that if you do need to approach financiguinsns for credit,
you can present a well thought out financial plans. Fiahntstitutions are
more likely to accommodate your credit needs and chargewmstiasitially less
when you seek credit on the basis of a well prepardddiuather than waiting
for your finances get out of control.

You can link your Personal Financial Organizer to mldtgash accounts, such as a
bank current account, credit card account, savings accodmastment income
account and then debit or credit these accounts vaitiséctions such as utility bills,
food and provisions, and income from employment and investmeoiscah create
budgets and analyze historical income and expenditureadbraecount.

All information provided by the Personal Financial Organizan be viewed online
or printed as reports created as Microsoft Excel dectsn

The PFO consists of a Transaction Manager, Account Marsagl Report Manager.

The Transaction Manager

The Transaction Manager (TM) lets you record transastithat is, items that have
an immediate effect on your current financial situat®uach items include bills that
you have to pay for all the goods and services that gnswme in life. You also use
the Transaction Manager to record income that youvuece
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The TM also lets you enter transactions that fall cduéuture dates. This lets you
create a financial projection, or budget, that can giveaygaod idea about your
financial position at a point in the future. Such inforigatcan be invaluable in
ensuring that your future credit facilities are adequatdso gives you ample
opportunity to adjust your budget if necessary by abandoredgcing or deferring
future transactions that would otherwise cause you fiaadistress. In this way you
can control your finances and ensure that your income and etqrenalie within an
achievable, sustainable, and viable balance.

The TM also gives you a snapshot of your cash flow over lyodget period. This
lets you identify dates in the future where your disposisleme may simply be
inadequate to meet your obligations. Again, being forewarhedah an event gives
you time to take remedial actions.

The different tasks that you can perform with the Tkl @escribed itChapter 6:
Using the Transaction Manager.

The Account Manager

You use the PFO Account Manager (AM) to manage traioseand cash accounts
and categories. You use the TM to post income or expenditusati#ons to these
accounts and categories. For example, you may havesactigon account called
Household Expenditure that is further divided into a numbert#gories such as
Insurance, Gas, Water, Electricity etcetera. Being t@bfmst actual and budgeted
transactions to individual categories lets you perfornoeerdetailed analyses of how
and where your disposable income is going and wherenigmgdrom.

The PFO is delivered with a number of preinstalled act These are listed in
Appendix A. You use the Account Manager to add new acsand categories,
modify existing ones, or delete accounts and categtiréts/ou are never likely to
use.

The PFO distinguishes between Cash accounts and Ttiansaccounts. The
Account Manager lets you manage these types of acculegendently.

The Report Manager

The Report Manager lets you produce detailed finanedrts as online reports or
hardcopy Excel spreadsheets. The PFO helps you answensierable detail,
important questions about the viability of your personalniies. It helps you analyze
what you have been spending money on and where your incorbedrasoming
from, and lets you make future projections about your firsdsiiuation. To meet
these objectives, the PFO lets you produce reportbidiatyou analyze past
expenditure and income, reconcile bank and credit card accandtmake
projections about your future income, expenditure and solvency.
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Features and Functions

This chapter describes the features and functions of {®ealR8 how you use these
functions to generate the information you need to manageastibl your personal
finances.

Managing Accounts

The PFO Account Manager lets you create, modify and dateteunts and categories
within each account. The PFO comes with a number of prégts&ccounts and
categories and these are listed in Appendix A.

Cash Accounts

A cash account is an account that you can access inst@antigke deposits to or
withdrawals from such a bank, building society, savings egliccard accounts. The
PFO lets you manage as many cash accounts as yoasvanust individuals are
likely to manage several accounts.

The PFO also lets you link different cash accountsthegeFor example, if you pay
your credit card account from your bank account, as most pdoptae transaction
must be recorded in both accounts. First, you bank aceoteduced, or debited, by
the amount of the transaction. Your credit card isitzddy the amount of the
transaction, reducing, or possibly eliminating, your monthéglit card debt.

The PFO is provided with a Cash account that include$ottowing categories:
Charge Card payment
Credit Card payment
Opening balance
Transfer

The Default Cash Account

The PFO is provided with one default cash account cilkéa Account . This is
likely to be the account where the majority of your incasneredited and expenses
debited. Usually this is a current bank account because suattaunt gives you a
great deal of flexibility in receiving income and arranggexpenditures. For example,
most current accounts let you set up overdraft fadlitirect debits, standing orders
and transfers as well as providing you with a cheque BodkATM card.

The default cash account is also likely to have additioash accounts linked to it.
such as a credit card account, savings account, moragagent, or private pension
account. Because you make payments from the defaultetawoather accounts, the
accounts are linked.

The default cash account and the transactions that arel postes always
displayed when you open the TM. The TM Cash Account fedtsegou quickly
switch between different cash accounts.
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3.1.3 Transaction Accounts

A Transaction Account is used to record expenditure or ieceoch as Household
Expenditure, Motoring, Entertainment and Leisure, IncomeJthlelnvestment
Income, etcetera. To refine the level of reportingaadaction account contains one
or more categories. The Household Expenditure accountxdonme, is preinstalled
with the following categories:

Council or Property Tax
Electricity

Extensions and Improvements
Furniture and Appliances
Garden and Landscaping
Gas

Heating Oll

Insurance

Internet

Mortgage or Rent

Phone, land line

Phone, mobile

Repairs and Maintenance
Water

3.2 Recording Transactions

The following section provides examples of how you can usP@to record
transaction and then analyze the results of theseattmss. The example is based
on a hypothetic credit card account called Meridian CrealitiC

You use Transaction Manager to record these credit cactigaes. Each row in the
figure 1 is an example of such purchases. For each ttaorsathe Transaction
Manager lets you record

The date the transaction falls due

The name of the company, organization or individual thegives the payment
The account to which the transaction is associated

The category within the account that the transactgosted to

A budget amount for the transaction.

The actual amount of the transaction

The running total of the balance on the account.
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Date To or From Account Category f
U“'I“.f‘TD_.é_UEI:":E_ r\_ﬂéridian Cash Opening balance j
031002005 |Lotus Stores Food and Provisions Groceries []
OE6M0F2005 (Ace Garage hotaring and Transport  [Petrol L]
1001 0F20065 Lotus Stores Food and Provisions Groceties []
13002008 [Ace Garage Motaring and Transport  [Petrol :
16002005 | Anytown Bank, Curr... [Cash Transfer :
1711002008 Lotus Stores Food and Provizions Groceries []
200002005 |Ace Garage Motoring and Transpott  |Petrol :
2401002008 Lotus Stores Food and Provizions Groceties []
2FM 02005 (Ace Garage hotoring and Transport  [Petrol L]
31002005 Lotus Stores Food and Provisions Groceties L]
03112005 [Ace Garage hotaring and Transport [Petrol :
077112008 Lotus Stores Food and Provisions Groceries []
1001152005 [Ace Garage fotaring and Transport [Petral :

Figure 1: Recording Credit Card Transactions with the TM

In addition to the Meridian Credit Card account, you akse the TM to record
transactions to the Anytown Bank bank account. For example:

| Budgel| Actual|5uhtnta| |

Date To or From Account Category
014 02008 :i\nytown Eank Cazh Cpening balance
06 02005 | Self it sals AT

09 052008 [Blue Sky T4 Ertertainment and Leisure |Cable T

130 052005 (Self Withelrenaals AT

1501 052008 |Fitness Center Entertainment and Leizure (Clubs & associations
151 052005 Fasthet Household Expenditure  (Internet

168 02008 Investor LSS boned fu...

Income

Interest received

161 072008 Merician

Cash

Credit card payment

160 052005 Investor Sty hond fund

Incame

Interest received

180 052005 [Crest Home Loans Household Expenditure  Mortgage
190 02008 [Epn Supply Household Expenditure  |Electricity
2001 072008 | Self Withdranarals AT

20M 02008 [Azsurans Co Motoring and Transport  Insurance
2401 052008 [Prite Foods Incotme Emmplovytmernt

OO EEEEEE E e EN EN ) -

Figure 2: Recording Bank Current Account Transactions with the TM

The PFO analyzes this data to produce reports that tagdwekeep track of your
personal finances. The remaining sections of this chapeeexamples to describe
these reports and the kind of information that cdp »eu organize your personal
finances.

Analyzing Historic Expenditure and Income

The PFO Report Managércome and Expenditure Dispositiogport produces a
breakdown of the expenditure by account and category isgde what proportion
of your expenditure and income are associated with eaduaicand category. It
addresses such questions as:

What proportion of total expenditure is consumed by aquéat account? For
example, what proportion of my total expenditure goesatds Household
Expenditure, Motoring & Transport, Financial Costs, Entemant & Leisure,

etcetera?

What proportion of the expenditure for a particular act@inonsumed by the
categories within the account? For example, how mucheoHbusehold
Expenditure account is consumed by water bills, mortgage paynientsehold
insurance, repairs and maintenance, phone bills, and otlitezs®

Why is such a large proportion of my income servicing équdar account and
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are there ways to getter better control of that account?

Where does my income come from. Is it just employment, ibmade up from
other sources such as interest, share dividends, oy amdt# so, in what
proportions.

The following table is an example of the PFO Report Mandgeome and
Expenditure Disposition

INCOME AND EXPENDITURE DISPOSITION 01/01/2009
1% October 2008 to 26 ™ November 2008
Entertainment and Leisure
Category Sub total % of Account % of Total
Cable TV 123.00 46.77 2.18
Clubs & associations 140.00 53.23 2.48
TOTAL 263.00 100.00 4.66
Food and Provisions
Category Sub total % of Account % of Total
Groceries 785.20 100.00 13.91
TOTAL 785.20 100.00 13.91
Household Expenditure
Category Sub total % of Account % of Total
Electricity 155.61 41.90 2.76
Internet 49.98 13.46 0.89
Mortgage 1336.16 78.25 23.68
Phone, land line 121.63 32.75 2.16
Water 44.18 11.90 0.78
TOTAL 371.40 100.00 30.26
Income
Category Sub total % of Account % of Total
Employment 4295.26 97.27 97.27
Interest received 120.69 2.73 2.73
TOTAL 4415.95 100.00 100.00
Motoring and Transport

Category Sub total % of Account % of Total
Insurance 412.38 51.71 7.31
Petrol 385.15 48.29 6.82
TOTAL 797.53 100.00 14.13
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Savings & Investments
Category Sub total % of Account % of Total
Savings 120.00 100.00 2.75
TOTAL 120.00 100.00 2.75

Table 4: Example Income and Expenditure Disposition reports

These reports tell you unsurprisingly that a large propodfalisposable income,
nearly 24%, is accounted for by mortgage payments and thaghiwdsexpenditure
in total takes just over 30% of disposable income. MotorimyTaansport account
for 14% of the total. Could economies be made here perhdpssihaller car. You
are only saving 2.75% of your income for a rainy dayhiks sufficient or could you
increase your savings? Most of your income is derivech employment, which is no
great surprise. What might be disconcerting about thetreptirat just under half the
income goes on ATM withdrawals. Where is this all gang could economies be
made here? Perhaps an additional Cash account is needed ti@&key the 250 a
week being withdrawn from the ATM machine.

When you create an Income and Expenditure Dispositiontreéperreport period is,
by default, between the date of the oldest, that &, firansaction in your PFO, and
today's date. The first transaction is normally@pening balance  to one of your
cash accounts. The report period therefore gives you a tistew of how and
where your income has been used.

When you use the RM, you can modify these dates. Youl cfarlexample, use a
later date than today's date as the end of the repastipand today's date as the first
date of the reporting period. This would let you takeiew of your income and
expenditure over a future period.

Budgeting

One of the most powerful features of the PFO is beingtalgéan, or budget, for
future expenditure and income. Budgeting means making amiafbguess of what
the amount of the transaction will be when the tramsadalls due. Budgeting gives
you some idea of what your financial position is likiybe in the future, for
example six months or one year from now.

Creating a budget lets you get an informed guess tquistion:

What is the likely state of my financial position in threi or twelve months
time?
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Having this information can save you a considerable anaiunbney as well as
avoiding a lot of financial and psychological stress. Kkangle, assume that after
completing a budget for the next six months, you identify amahg and unforeseen
deficit, say four and a half months into the budgetoperyou now have four and a
half months to try and get your expenditure under control and rédeckficit. In

the worst case scenario where you simply cannot getprojacted expenditures
down, you at least have time to approach financial ingiits and make
arrangements for financing the deficit. Banks in pardicdb not like it when your
overdraft suddenly soars out of control and you have mageior arrangements to
authorize a overdraft. It is almost certain that yoll suffer some financial penalty
as a result of an unauthorized overdraft. You may everybuod credit rating
deteriorates, which again will restrict your credit ogpnities and make credit more
expensive.

A budget is only as good as the accuracy of the amounts you boddéyou are
trying to get a realistic view of your future financial pios, you should use realistic
figures for your budgeted amounts.

For example, you might be budgeting for future electrigitpther utility bills. You
know, from past experience, that your winter electricias\®120. When you come to
consider budgeting for the next winter bill, you would needtsider:

By how much energy costs are likely to rise or fall betbeebill is due?
Are there any other factors that might increase thauxih as carbon taxes?

Was the £120 that you actually spent last winter feergt severe winter or was
it relatively mild?

Have you taken any energy conservation measures to rgoucelectricity
consumption?

Of course it is very difficult to know what these figuraght be, so you should take
a conservative approach and budget for the worst case. Assiengy costs will rise
by 20%, that some other factors that cannot be seen todaydhitarise
unexpectedly such as a carbon tax of 5%; assume that next wigteng to be very
severe so add another 10% and that you were not able eyl any energy
saving measures to reduce your expenditure. So perhaps £1@bheaulealistic
figure to budget for.

Budgeting with the Transaction Manager

The Transaction Manag@&ransaction Summary feature lets you create a budget for
every cash account you manage with the PFO. Creatinggathunsolves:

Setting a useful budget period. Six months to a year is probabtyasteuseful
period to set.

Analyzing your historical budgeted and actual expendituregssibed in
section 2.1 and submitting realistic estimates, thdiidget amounts, of future
income and expenditure.

Using the Transaction Manageransaction Detail feature to enter the
budgeted amounts for all the transactions falling due dyoeng budget period.

Figure 3 shows the Transaction Managemsaction Summary feature:
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Date To or From Account Category i
230202009 [Self Withdrawvals A TH =
230272008 (Ol Oak Savings & Investments Savings :
250272009 Eob the Builder Houszehold Expenditure  Repairs and maintenance :
28272008 Revenue Income T refund []
0200372009 Self Withdrawals AT []
0900372008 Self Withdraeals 2T [ ]
09002/2009 Elue Sky TY Entertainment and Leisure |Cakle TV :
1 2005/2009 [Aircom Houzehold Expenditure  |Phone, mobile :
120372009 Meridian Credit Card  |(Cash Credit card payvmert :
160372008 Self Withdraweals 2 Th [ ]
1803/2009 [(Crest Home Loans Houszehold Expenditure Mortgage :
2303/2009 Self Withdrawals AT []
240372009 [Prithe Foods Incote Emploeyment :
2EME72008 (Ol Oak Savings & Investments Savings :

Figure 3: TM Transactions

This budget applies to the hypothetical bank account at the AnyBank used in
previous sections. The example assumes that todéyssddarch 10th 2008, so that
all budgeted amounts before that date have been resmbmdth actual amounts.
Reconciled amounts are displayed with a red backgrfarmdkbit amounts and a
blue background for credit amounts.

All amounts after that date are budgeted amounts onlyingdad be reconciled with
actual amounts when the transactions fall due andxtet emount is known. The
actual amounts for unreconciled amounts are displayédangreen background, and
are set t@.00 .

The unreconciled budget amounts let you see the effeaworfyture cash account
balances. For example, you can see that while theiuacoofigure 3 is in deficit on
March 9, it is estimated to return to credit on MarcH 2¢hen thedncome from
Employment transaction falls due. By using the scrollbar to thietyigou can
browse right to the end of your budget period and assesHebed your budget
projections of every transaction that falls due up to tldeoéryour budget period.

3.4.2 Analyzing Budgeted and Actual Expenditure

In addition to creating a budget, the RM lets you amahawv well you have been
budgeting in the past. By analyzing budgeted and actual expenditer you have
reconciled your budget amounts, you can answers such quesions a
Have | been making adequate provisions for a particalggory of
expenditure?
Do | need to make additional provisions for future expenel&@r
Why is a particular category or account so much over budgewlaaidcan | do
to make sure | have better control over this kind of egjere in the future?

Why have some expenditures come in under budget and can icalyist
reduce future estimates for these expenditures?

Have | been realistic in estimating how much income ltiagught | was going
to receive?
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been budgeting. It provides a comparison for every tréogsaaccount and its
categories across all your cash accounts. Here is arpkxagport:

BUDGET AND ACTUA L COMPARISON

Category

Cable TV

Clubs & associations
TOTAL

Category
Interest charged
TOTAL

Category
Groceries
TOTAL

Category
Dental
TOTAL

Category

Electricity

Internet

Insurance

Mortgage

Phone, mobile

Phone, land line

Repairs and maintenance
Water

TOTAL

Category

Budgeted
-360.00
-350.00
-710.00

Financial

Budgeted
-50.00
-50.00

Entertainment and Leisure

Actual
-369.00
-354.00
-723.00

Actual
-87.46
-87.46

Food and Provisions

Budgeted
-2230.00
-2230.00

Health

Budgeted
0.00
0.00

Actual
-2438.97
-2438.97

Actual
-89.00
-89.00

Household Expenditure

Budgeted
-300.00
-125.00
-550.00

-3410.00
-80.00
-140.00
0.00
-200.00
-4805.00

Income

Budgeted

Actual
-351.85
-124.95

-5265.91

Actual

1%t October 2008 to 11 ™ March 2009

11/03/2009

Difference % Difference

-9.00
-4.00
-13.00

-2.50
-1.14
-1.83

Difference % Difference

-37.46
-37.46

-74.92
-74.92

Difference % Difference

-208.97
-208.97

-9.37
-9.37

Difference % Difference

-89.00
-89.00

-100.00
-100.00

Difference % Difference

-51.85
0.05
65.37
97.04
-2.56
-74.11
-472.62
-22.23
-460.91

-17.28
0.04
11.89
2.85
-3.20
-52.94
-100.00
-11.11
-9.59

Difference % Difference
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Employment 10750.00 10738.15 -11.85 -0.11
Interest received 200.00 228.89 28.89 14.44
Tax refund 600.00 651.26 51.26 8.54
TOTAL 11550.00 11618.30 68.30 0.59
Miscellaneous
Category Budgeted Actual Difference % Difference
Gifts and Presents -1200.00 -1416.60 -216.60 -18.05
TOTAL -1200.00 -1416.60 -216.60 -18.05
Motoring and Transport
Category Budgeted Actual Difference % Difference
Insurance -440.00 -412.38 27.62 6.28
Petrol -1100.00 -1057.31 42.69 3.88
Road tax -245.00 -260.00 -15.00 -6.12
TOTAL -1785.00 -1729.69 55.31 3.10
Savings & Investments
Category Budgeted Actual Difference % Difference
Savings -300.00 -300.00 0.00 0.00
TOTAL -300.00 -300.00 0.00 0.00
Withdrawals
Category Budgeted Actual Difference % Difference
ATM -6250.00 -6280.00 -30.00 -0.48
TOTAL -6250.00 -6280.00 -30.00 -0.48

Table 5: Budget and Actual Comparison report

The report reveals a number of useful pointers about ychahave budgeted for,
how this related to how much you actually spent, and whathouwid budget for in
future periods. For example:

In theHealth andHousehold Expenditure accounts, two categories,
Dental andRepairs and Maintenance were not budgeted for at all.
These were entirely unexpected expenditures. Perhapshygold, in future
periods, make provision for such items by budgeting amounts for the
Alternatively, you could create a new account “Prowisiovith a category
“Emergencies” and then budget for it in the future.

In theHousehold Expenditure , your actual expenditure for the land line
telephone was 50% higher than you expected. The categtrendcity
andWater were also over budget so you should consider budgetingforore
these items in the future. However thsurance category came in under
budget. Perhaps you benefited from finding a better insuraecgym on the
Internet. The total household budget was nearly 10% overntamaunt of
£461, so perhaps there is slight cause for concern espesdilyusehold
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expenditure is a large part of your outgoings.

In theFinance account, although the interest the credit card adds to your
credit card bill represents a small proportion of yautigoings, this item is
substantially over budget by nearly 75%. Perhaps this is ingcatt a larger
monthly credit card debt than you anticipated, in whicle gasi might consider
reducing your use of the credit card. You might also cdenanaking a larger
budget provision for Interest added in your next budget period.

Cash Flow

The amount of cash that you have available on a fuateetd meet your liabilities is
a very important statistic and one that warrants clas@toring. The TM and RM
helps you answer such questions such as:

How solvent or insolvent am | likely to be during the next inonths?
On what future dates am | likely to experience sevesh tlaw problems?

At some future date do | need to approach my bank faeditdacility, or
rearrange an existing facility, and when should | takegtep?

Why was my cash flow so positive a couple of months back, whergésture
cash flow appears to be so negative?
The TMCash Account panel shown in figure 2 provides the following viewshef
cash account:

The date when the account reaches its minimum baldratdast has the
greatest deficit or overdraft, or the smallest avadlaipkdit balance.

The date when the account reaches its maximum baldmatas, has the
smallest deficit or overdraft, or the largest aafal credit balance.

The Projected final balance on the last day of your byméd.

Figure 4: TM Cash Account panel
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Interpreting the Cash Account feature as shown in Figweuld reveal quite a
substantial deficit on the TRugust. It may be that on this date, your existing
overdraft arrangement might be breached. Having such infiome considerable
time before this occurs gives you time to reduce expenditodef necessary contact
your bank to rearrange your overdraft.

The Cash Account feature is updated continuously asdamew transactions to
your budget so that you always get an early warning of aignpal cash crises in
the future.

While the TM Cash Account feature provides a view ofryaash flow as you enter
transactions, the RM provides a consolidated view ofallcash accounts with the
Consolidated Cash Floweport.

The report aggregates all future transactions for eash account that you manage
and identifies those dates in the future where your colagetl cash flow is at its
maximum and minimum. The report also returns the totaustof cash that you
have available on the last date of the reporting period.

When you create a Consolidated Cash Flow report, thetne@aod is, by default,
between the today's date and the date of the last bddgatsaction that you
entered using the TM. For example, if the last tramsaah your budget period is an
anticipated payment for Household Expenditure — Mortgage fadligon August

31%, and today's date is March"2he date fields will be populated with these dates
and the report period will be from March™1@® August 31. This reporting period
gives you a future view of your cash flow.

When you use the RM, you can modify these dates. You cfmrl example, use an
earlier date than today's date as the first dateeofeport period, and today's date as
the last date of the reporting period. This wouldytet take a historic view of your
cash flow over a previous period.

You could even combine a historic view and future view bygua report period
between an earlier date and the date of the last budgatesaction.

Here is an example of a Consolidated Cash Flow repoetlbas the default reporting
period. Its is assumed that today is March 2Q09.

CONSOLIDATED CASH FLOW 11/03/2009
11™ March 2009 to 31 s August 2009
Account Final Balance Minimum Balance Maximum Balance
Anytown Bank, Current a/c -8575.75  19/08/2009 -9825.75 24/03/2009 -3570.75
Meridian Credit Card -3958.08  31/08/2009 -3958.08 12/03/2009 -2098.08
Old Oak S&L 861.13  26/06/2009 716.13 26/06/2009 1716.13
TOTAL 11652.70

Table 6: Report Manager Consolidated Cash Flow Report

This report was produced on MarcH"1with a budget period extending about five
and a half months into the future to August.3lhe report provides a great deal of
useful financial information as well as unearthing sataeming developments:

Whereas the maximum balance on the Anytown Bank a/c wastia
predicted deficit of 3570.75 on March"24he deficit spirals to a massive
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9825.75 by August 19 Such a deterioration would need to be examined
seriously, reasons found to explain what happened and reraetial taken to
improve the situation.

The position during the last two weeks in August is partigukerious, where
the consolidated deficit reaches 13783.83. This figurerigedrat from the
current account deficit on August™& 9825.75 and a credit card deficit of
3958.08 predicted for August 31The situation shows a slight improvement by
August 3T, where the consolidated figure at period end showsfigit e
11652.70.

Clearly if this report reflected your own financiatusition you would be facing
severe difficulties in the future. The report not only edsé¢he size of the predicted
deficits but suggests that the situation is getting witredurther out you look.
However, you would have nearly 5 months to take actionrgrahtl regain control
of the situation. This is a far better scenario thanenigdoeing warned by the bank
that overdraft agreements have been broken and thatdiata and far more painful
action must be taken when that time arrives, such asithérawal of credit
facilities, possible repossession of assets, redueelit catings and a plethora of
other problems associated with basic insolvency.

Reconciliation

Reconciliation lest you compare and match the infdonatou keep about a cash
account with the information presented in a statemamd $0 you by a financial
service provider. The usual reconciliation that most peoplernpe is between the
records you keep about a bank account and a bank statementraait card
account and a credit card statement. You might alsotwistconcile other accounts
such as savings, mortgage and investment accounts.

Reconciliation lets you discover discrepancies betweeretioeds you keep for a
cash account and the transactions listed on a stateDisttepancies can arise
because you have over or underestimated a transactiomiamiohbave forgotten to
include a transaction altogether. Reconciliation can algoyloel identify errors that
your bank or other financial institution may have made.

The information that you get from reconciliation is atsealuable when you are
budgeting for the future, because you can see how well youbegvedoing in
estimating your income and expenditures.

The PFO provides you withReconciliation Repoffor every cash account that you
keep. You can browse the report on line or print a copy ilEgcmat. The printed

copy is particularly useful because you can physically coenpad cross-check the

report with the statements received from your finanegalice providers.

The Reconciliation Repoitets you select a start and end date. These datedd sho
match the start and end date of the statement you apacogn the report with. Each
transaction within the dates is identified by the aatavhich it fell due, a description
of the transaction, the amount of the transaction dredher the amount is a debit or
credit item, and a running total. The report is designedin@r the format of
statements provided by banks and other financial sepvmeders.
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Before you use the PFO to create a reconciliation repmntshould insure that all
amounts that fall due during the reconciliation period Heeen entered as actual, as
opposed to budgeted amounts. The PFO will remind you if Hrerany actual
amounts that have not been entered for the period iniguésfore you create the
report. Obviously if you have your statement in fronyafi, you can enter any
missing actual amounts directly from the statement.

The following is an example of a PAR&conciliation Reporfbased on the example
Anytown Bank Current account:

RECONCILIATION REPORT
Anytown Bank, Current a/c
1% January 2009 to 31 * January 2009

Date Item Debits Credits Balance

01/01/2009 Carried forward 360.73
05/01/2009 Self 200.00 160.73
09/01/2009 Blue Sky TV 61.50 99.23
12/01/2009 Self 250.00 -150.77
12/01/2009 Meridian Credit Card 1000.00 -1150.77
12/01/2009 Aircom 49.93 -1200.70
15/01/2009 Fitness Center 72.00 -1272.70
15/01/2009 FastNet 24.99 -1297.69
16/01/2009 Investor Stg bond fund 41.94 -1255.75
16/01/2009 Investor US$ bond fund 66.26 -1189.49
18/01/2009 Crest Home Loans 654.36 -1843.85
19/01/2009 Self 250.00 -2093.85
19/01/2009 Epn Supply 196.24 -2290.09
20/01/2009 Dr Kelly 89.00 -2379.09
24/01/2009 Prime Foods 2147.63 -231.46
26/01/2009 Self 230.00 -461.46
26/01/2009 Old Oak 60.00 -521.46

Table 7: Reconciliation Report
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4 The User Interface
4.1 Main Menu
41.1 Main Menu Buttons

The main menu buttons are displayed to the left of the mamu. The buttons
support the following operations:

Settings : Used when you run the PFO for the first time. You uses#ttings
panel set your preferred regional date format and &ztsallocation where
your data files and Excel reports are to be stored. t€hdpGetting Started
provides a full description of what you need to do the fins¢ you run the
PFO.

About : Provides information about the PFO version and a link tavelsite.

Documentation : Provides links to the documentation provided with the PFO.
The documentation is provided in PDF format.

Exit: Lets you close the PFO.

4.1.2 Manager Buttons

Transaction Manager : Opens the Transaction Manager (TM). The TM lest you
post historic and future budgeted income and expenditure ttarsato
categories within the transaction accounts that you Keep.TM also lets you
post transactions between accounts and get a summaryaastefv of a
particular cash account. The TM is described fully in Cérapt Using
Transaction Manager.

Account Manager
Report Manager

4.1.3 Quick Switch Buttons

The quick switch buttons let you quickly switch betweme manager and another.
You might want to use this feature if you are, for epkenabout to enter a
transaction but find you don't have an appropriate acanurdtegory to post the
transaction to. You can then switch quickly from thenBeection Manager to the
Account Manager, enter the new account or category,wihcthsback to the
Transaction Manager to complete your transaction. The gwitkh buttons have the
following meanings:

Icon Description

Switch from any manager or the main menu to the Transaction
Manager

ﬂ Switch from any manager or the main menu to the Account

Manager
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Icon Description

[ﬁ] Switch from any manager or the main menu to the Report
Manager

n Switch from any manager to the Main Menu

Table 8: Quick Switch Buttons
Entering or Modifying Dates

You need to enter a date when you:
Post a transaction in the TM

Create periodically repeating transactions over a daggerdor example every
month or every quarter

Create a data range that a report is to cover, suchwudgat period.

The PFO provides you with a default date in these stiusitiHowever, there will be
situations when the default date might not be appropriatg@un need to modify the
date. You then have a choice of modifying the date manaallging the Date
Picker.

Manual Entry

You can manually edit a date displayed in a date ifipld by positioning the
cursor in the date field and overwriting the whole, ortaf, the date that are
inappropriate.

Using the Date Picker

The Date Picker provides a calendar like menu thatymisenter a fully defined
date with a single mouse click. The date is forma#tecbrding to your preferred
regional format. Using the Date Picker eliminates rikk of entering incorrect
dates or dates in the wrong format.

The Date Picker is opened by clicking the calendar itohearight of date input
fields as shown in figure 5:

Figure 5: Date Picker Icon

When you click the Date Picker icon, the date pickepsned. Figure 6 shows the
Date Picker:
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Figure 6: Date Picker
To select a date from the Date Picker:

1. Move your cursor over the day in the month and click tlgeyda require. The
date input field is automatically populated with theedau require in the
format of your selected regional preference.

Note: To move to previous, respectively future months, clickodek
and forward buttons surrounding the years field.

Note: To move to previous, respectively future years, click gekland
forward buttons surrounding the years field.

4.1.5 Manager Buttons

Each PFO Manager provides the following buttons:

Reset button. Lets you clear the manager of error messagegeevious data
and restores the manager to the state it was in whefirgt opened it.

Save button. Adds new data or modified data to the file yloat are working
with and permanently writes the data to the file.

Delete button. Permanently removes data from the file that yewvarking
with.

4.2 Running the PFO for the First Time

The first time you run the PFO you must perform a aawpltasks to setup:

The folder where you want to keep the files that hold glata and Excel
reports.

The date format that you want to be displayed when you datarand when
you print a date on a report.

When you run the PFO for the first time, thettings panel is displayed. You use the
settings panel to create your folder and select the datef to use.
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Creating a Data Directory

You can either accept the folder that the PFO creatgmipror you can specify a
different folder. The PFO will create the folderNewDawn unless you specify
something different.

To create a folder for your data files, perform théofeing procedure:
1. Go to theData Directory panel in theSettings panel.
2. Do you want to accept the default location and folder refraeNewDawn
for storing your data files?
Yes: Go to section 3.2 Selecting a Date Format

No: Go to step 2.

3. From the combination box, either keep the default dtiver select a new
drive.

4. In the input field next to the drive combination boxhE&i keep the default
folder nameNewDawn or enter the name of the folder that you would prefe

instead.
Note: You may enter multiple path names if you wish. For gdato
store your data in a locati@yMy Documents/NewDawn/data, you

would entemMy Documents/NewDawn/data  in the input field.
Selecting a Date Format

You can either accept the UK date format or selectfereint preference more
appropriate to your region. If you accept the UK format, yenter all your dates in
the formatdd/mm/yyyy , for example09/01/2009 . TheDate Format panel in the
Settings panel shows the alternative formats that you can seligicer European
format or United States format.
The date formats that are currently available are:

UK format: dd/mm/yyyy , for examplen9/01/2009

European formatyyyy-mm-dd , for example2009-01-09

United States formatnm/dd/yyyy , for exampled1/09/2009

Dates printed in Excel reports have a corresponding rddimmaat:
UK format: 9th January 2009
European format2009-01-09
United States formafianuary 9 * 2009 .

To select a date format, perform the following procedure:
1. Go to theDate Format panel in theSettings panel.
2. Select a radio button under tRegion header for the date format you want to
use.
Note: Once you select a date format, you will not be abke different
regional setting at a later date.

3. Click theSave button. Your selected data directory and regional datieget
are now saved and the PFO is ready for use.
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Using the Account Manager

You open the Account Manager (AM) from the main menuliokiog the Account
Manager button from the Main Menu or Quick-Switch tool bar. T consists of
the following panels:

Transaction Accounts panel

Categories panel

Cash Accounts panel
Your first task will probably be to modify the preinstalledcounts and categories
that the PFO provides you with. You may wish to add new ats@una categories,

delete some of the preinstalled accounts, and genenali§fy the account and
category descriptions to suit your own requirements.

Managing Cash Accounts

The AM lets you manage cash accounts in the following ways:
Modify the name of the preinstalled cash account
Add additional cash accounts
Redesignate the default cash account
Delete a cash account.

Modifying the Cash Account Name

You would probably prefer to call the preinstalled castoant Main Account
something more meaningful such as the name of your bankengpe of account.
For example,Anytown Bank current a/c . To modify the name of a cash
account, perform the following procedure:

1. From theCash Accounts panel, select the account displayed in the Cash
Account table. The name of the account is displayeldeadcount name
field.

2. Position the cursor in thcount name field and overwrite the existing text
with the new name.

3. Click theSave button. The new account name is displayed in the Cash
Account table.

Adding Additional Cash Accounts

PFO lets you keep any number of additional accounts, anthiasle to your default
account. A Credit Card account or Savings accoungxamples of the additional
accounts that you might choose to include in the PFO.adl a new cash account,
perform the following steps:

1. IntheCash Accounts panel, move the cursor to thecount name field.
Make sure the field is empty

Note: If the field is not empty, click threset button.
2. Enter the name of your new account.
3. Click theSave button. The new account name is displayed in the Cash
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Account table.
5.1.3 Redesignating the Default Cash Account

To change the existing default account and designate eegiffeash account as a
new default account, perform the following steps:

1. IntheCash Accounts panel, move the cursor to the cash accounts table and
select the cash account you wish to redesignate asfthdtdmsh account.

2. Click theSet as default checkbox.

3. Click theSave pushbutton. The redesignated account is displayed as the
default account in the cash accounts table and the psesizount is no
longer displayed as the default account.

514 Deleting a Cash Account

Occasionally you might want to delete a cash accounteXample, you might move
to a new bank or credit card company, or simply close evuat you no longer need.

Note: A cash account, particularly one you have used for a lomg tontains a great
deal of useful historical information. The PFO uses itifrmation when you
produce reports that analyze your past expenditure and ind@ueshould therefore
keep a record of that account in the PFO for a considetmisd after you close the
account. You should only then delete the account from tiievitten the information
it contains is too old to have any bearing on your histbainalyses and future
budgeting. We recommend you retain the account in the PF& lkeast a year after
you close it.

Note: You are recommended to take a backup copy of any acdmintdu delete in
case you require the data again in the future.

To delete a cash account, perform the following steps:

1. IntheCash Accounts panel, select the row in the cash accounts table showing
the name of the cash account you want to delete

2. Click theDelete button. A confirmation message box is displayed prompting
you to confirm the deletion.

To abandon the deletion, click the button.

To confirm the deletion, click thees button. A message is displayed to
confirm the successful deletion. The deleted cash accouatm@/ed from
the cash accounts table.

5.2 Managing Transaction Accounts

Transaction accounts are used to group similar kindsan$actions. For example,
you may post expenditures that relate to your householtHomsehold account,
expenditures on food and provisions to a Food and Provisieosiriat¢ and all your
sources of income to an Income account. Every transgutsted to a transaction
account either debits or credits the cash account to whghnked.
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The PFO comes with a number of preinstalled accountdvenilisted in appendix
A. For most expenditures and income that relate to ywenyday living the
installed accounts will probably be sufficient. However, gan add, delete or
modify any of the preinstalled accounts to suit yourucmstances.

Categories

The installed transaction accounts are further refineddategories. Categories let
you get a more precise view of where your expenditigoing and where your
income is coming from. For example, the preinstalled HouddExpenditure
account is broken down in to the following categories:

Municipal, Council or Property Tax

Mortgage or Rent

Insurance, contents and rebuilding

Water

Gas

Electricity

Heating OIl

Phone, land line

Phone, mobile

Internet

Repairs and Maintenance

Furniture and Appliances

Extensions and Improvements

Garden and Landscaping
The PFO comes with a number of categories alreadylliegstfor each of the
preinstalled accounts. These accounts and categoriéstaeten Appendix A. You
can use th€ategories panel to modify, delete or add to these categories tgyauit
own circumstances.
You use thélransaction Accounts  panel to:

Add new transaction accounts

Modify transaction account categories

Add new categories to a transaction account

Modify the transaction account names

Delete categories and accounts that no longer have ¢temmsaposted to them

to the installed accounts, modify the installed accoantdelete one or more of
them if you know they are not relevant to your income eqmenditure profile.

Adding New Transaction Accounts

To add a new account to the PFO, perform the followiagss
1. Click theReset button to ensure all fields are in their initial state.
2. In theTransaction Accounts panel, move the cursor to thecount name
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field. Make sure the field contains the textlect>
3. Overwrite the<select>  text with the name of your new account.

4. In theCategory panel, click theSsave button. The new account name is added
to the PFO with one new default category nameslv category> . To
modify the category details, perform the procedure desciibéek next
section.

Modifying Transaction Account Categories

You can modify a new category, that is one that haspen assigned to a new
account with a default category narmew category>  or one that already been
given a name.

Note: If you rename a category that is already in use, thenaeae will be applied to
every transaction posted to that category.

To modify category details, perform the following steps:

1. IntheCategory panel category table, select the row containing the categor
you want to modify. The category name is displayed irCdtegory name
field and either th®ebit item or Credititem radio button is selected to
indicate whether the category is usually used for debiteslitctransactions.

2. To modify the category name, overwrite or edit the cariéthe Category
name field.

3. To modify whether the category is usually a credit or detiggory, select the
Debit item or Credititem radio button as appropriate.

4. Click thesave button. The modified category details are displayed in the
category table.

Adding Transaction Categories

To add a new category to an account, perform the followingepiure:

1. IntheTransaction Accounts panel, from the&elect an account combination
box, choose the account that you want to add a category tactoent name
is displayed in théccount name field and the categories belonging to the
account are displayed in tlvategory panel table.

2. In theCategory panel, move the cursor to tBategory name field and enter
the name of the new category.

3. Specify whether the category is usually a credit ortaaltegory by selecting
the Debit item or Credit item radio button as appropriate.

4. Click thesave button. The new category is displayed in the category table.
Modifying Transaction Account Names

You can change the name of a transaction account.

Note: If you rename a transaction account that is in use, thename will be
applied to every transaction. So when you return to the fiéAtcounts column of
the Transaction Table will show the new account namétransactions posted to
the renamed account.
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To change the name of an account, perform the followtiyss

1. Open the Account Manager, or if you have been usadg\tcount Manager
already, click theReset button.

2. From theAccount combination box, select the account you want to rename.
The account name is displayed in fleeount name field.

Deleting Categories

To delete a category you must make sure that transadtave not already been
posted to category, otherwise you will not be able to eéleT his ensures that you
don't have orphaned transactions in your data and teat #ansaction can be
accounted for. If you try and delete a category in asesrror message is displayed
and the requested deletion will not happen.

To delete a category, perform the following procedure:

1. IntheTransaction Accounts panel, from theselect an account combination
box, select the account that contains the category yatitevaelete. A list of
categories belonging to the account are displayed irabie in theCategories
panel.

2. From the Categories table, select the category youtwaielete.

3. In theCategories panel, select thBelete button. A confirmation message box
is displayed prompting you to confirm the deletion.

To abandon the deletion, click the button.

To confirm the deletion, click thees button. A message is displayed to
confirm the successful deletion and the deleted categagmoved from the
Categories table.

Deleting Accounts

To delete an account, the account cannot contain any caegbhis ensures that
you don't have orphaned transactions in your data,ghtxansactions that don't
belong to any account or category. If you try and delataccount that contains
categories, an error message is displayed and thestedueletion will not happen.

Before you delete an account that contains categgesneed to delete every
category from the account. The previous section Delé&miggories describes how
to delete categories.
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Using the Transaction Manager

You open the Transaction Manager (TM) from the mainuvigy clicking the
Transaction Manager button from the Main Menu or Quick-Switch tool bar.
The TM consists of the following panels:

Transaction Summary panel:

Transaction Detail panel

Cash Account panel

Repeat Transaction panel

Posting Transactions

This section describes how you post transactions. Whepggia transaction, the
Account Category is either debited or credited withetgenditure or income
amount you enter.

If you are creating a budget, you may enter a budgeted arioouhe income or
expenditure you anticipate will fall due on a future dateu ¥an then reconcile the
budgeted amount with an actual amount when the actual amdumavis by
following the steps described in the section Modifying HxisT ransactions.

Creating a New Transaction
To create a new transaction, perform the following steps:

Select Cash Account

1. IntheCash Account panel, check that you have the correct cash accoamt t
will be either debited or credited with the new tratisac If necessary, select
the account required from the combination box.

Enter Transaction Detail

2. In theTransaction Detail panel,Date field, either enter the transaction date or
select a date from the Date Picker.

3. IntheTo or From field, enter the name or identity of the party youraadking
a payment to or receiving income from.

4. From theAccount combination box, select the account containing the category

of expense or income that you wish to enter.

5. From theCategory combination box, select the category that applies to the
transaction.

6. Make sure that the transaction will be correctijt@bss a credit or debit
transaction by checking that the appropriaéeit or Credit radio button is
selected.

7. In theBudgeted Amount field, enter the amount that you estimate the income

or expenditure amount that is expected when the transaatioally falls due.
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Save Transaction

8. Click theSave button. Your transaction will be immediately shown in the
Transaction Summary table.

The Repeat Transaction Panel

Most of the time, transactions occur on a regular geréd basis. For example, you
will probably pay your electricity bill on the same day oreery two or three
months. Similarly you will receive your income from empt@nt on the same day
once a month. Some transactions may occur weekly,agishopping for food or
buying petrol.

The Repeat Transaction panel lets you replicate regularly occurring trahsas.
This saves you having to input every transaction indadig and ensures that you do
not forget transactions that fall due in the future. Yfmy create transaction that fall
due every week, every month, every two months, quartedy,s, every three
months and half yearly.

After you enter repeat transactions, you can subseguettieve a transaction and
modify its detail, such as adjusting the budgeted ammupbsting the actual amount
when the transaction is reconciled.

To enter repeat transactions, perform the following steps:

Create New Transaction

1. Perform steps 1 to 7 of the procedure to create a nesattson described in
the previous section Creating a New Transaction.

Note: The first transaction will fall due on the date you esdan
Transaction Detail panel,Date field.

Repeat Transaction

2. From theRepeat Transaction panel,Period combination box, select the
periodicity of the transaction falling due.

Note: The transaction will fall due every period from the date y
entered in Step 2 of the procedure to create a new ¢tansarhis date
will be confirmed in therom field.

3. IntheTo field, either enter, or select a date from the datkepj for the end of
your budget period.

Save Transaction

4. Click theSave button. Your repeat transactions will be immediately shiown
the Transaction Summary table.
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Modifying Existing Transactions

This procedure describes how to modifying transactionsythahave entered
previously or that have been installed as part oPf@®. The most frequent use of
this procedure is to enter an actual amount or modify a butigateunt.
Additionally you may modify any of the other transactiomilagites such as the
transaction date, to or from, transaction accounéegoay, and credit or debit
specifier.

Modifying the Opening Balance

The first modification you will probably need to makeasthe first entry that is
always displayed for a new cash account. This entrywbaslue forTo or From and
is posted to théccount Cash and Category Opening Balance . The default
Actual andBudget amounts are.00.

To modify a transaction, perform the following steps:

1. From theTransaction Summary panel table, select the row displaying the
transaction you want to modify. The details of the tatien are displayed in
the Transaction Detail panel fields.

2. To move the transaction to a different date, either éiméenew date in the
Transaction Date field, or use the Date Picker to select the new date.

3. To modify who the transaction is from or who itas enter the new detail in
theTo or From field.

4. To move the transaction to a different transactionuamt¢caselect the new
account from thé\ccount combination box.

5. To move the transaction to a new category, select theaggory from the
Category combination box.

6. To change the transaction from a debit item to a cttedit, or vice versa, reset
the Debit or Credit radio buttons.

7. To modify the budget amount, enter the new amount iBubliget Amount
field.

8. To modify an actual amount, enter the new amount idd¢h&l Amount
field.

9. Click theSave button. The modified transaction is displayed in the
Transaction Summary table. If you have modified a budgeted or actual
amount, theSub Total column is immediately updated. The Cash Account
summaries in theink to Account panel are also updated.

Deleting Transactions

Occasionally you might need to delete one or more aiass in the following
circumstances:

If the transaction is never to be reconciled, for exanipy@u decide to
completely abandon a future purchase which you have previentsyed it as
a budget item.

The transactions become too old to have any bearing on ywentbudget,
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income and expense disposition, cash flow or cash account itetanc
Deleting old transactions is described in the sectieleting Legacy
Transactions.

Deleting Transactions
1. From theTransaction Summary table, select one or more transactions to
delete by checking each transactions function checkbox.
2. Click theDelete button. A confirmation message box is displayed prompting
you to confirm the deletion.
To abandon the deletion, click the button.

To confirm the deletion, click thees button. A message is displayed to
confirm the successful deletion. The deleted transactienemoved from
the transaction summary table.

Deleting Legacy Transactions

Deleting legacy transactions involves deleting the trarmsecthat cease to have any
relevance to your immediate past or future finances, andyimggdthe first
transaction which is usually tligash accountOpening balance  category.
1. From theTransaction Summary table, select the transactions to delete by
checking each transactions function checkbox.

Note: Do not delete the firgbpening balance  transaction as you will
need to modify this.

2. Click theDelete button. A confirmation message box is displayed prompting
you to confirm the deletion.

To abandon the deletion, click the button.

To confirm the deletion, click thees button. A message is displayed to
confirm the successful deletion. The deleted transactienemoved from
the transaction summary table.

3. Select th@pening balance  transaction. The details of the transaction are
displayed in th@ransaction Detail panel.

The Cash Account Panel

The Cash Account panel is used to:
Manage transfers
Select different cash accounts to display in the Tralsa8ummary table
Get a snapshot of your cash flow for the selected atsou

Managing Transfers

Sometimes you may need to post a transaction that yeugdheady posted to one
account to an additional account. Here are a numbstuaitions where you might

need to do this:

When you pay your credit card account by drawing the anfoomtanother
account, usually your bank account. For detailed infaonaseeManaging a
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Credit or Charge Card Payment

Where you have a regular savings plan and you creditthegs account by
drawing the amount from another account, usually your bank accBont.
detailed information, seRosting to a Savings Amount

Where you move an amount from one account to another acéouexample
if you withdraw an amount from a savings account amditu® credit your
bank account. For detailed information, 8ésking an Intra Account Transfer

Managing a Credit or Charge Card Payment

If you use your bank account to pay your credit or charge cdrelbily month, the
transaction will need to be shown in both your card accouhbank account.

In the card account, your balance will be credited byatheunt of the transaction,
that is, the debit balance will be reduced or perhagagetl completely by the
amount of the payment.

In the bank account, your balance will be debited by theuatrof the transaction.
This means that if you have a credit balance, itlvaélreduced by the amount of the
transaction; if you have an overdraft, your overdraft wdrease by the amount of
the transaction.

To enter a credit or charge card payment, perform thewly procedure:

1. Open thélransaction Manager .

2. Select the cash account that services your card payrtfgrdar account is not
displayed, go to th€ash Account panel, accounts combination box, and
select the account.

3. In theTransaction detail panel, enter the following details:

In theDate field, enter the transaction due date.
In theTo or From field, enter the name of your card company.
From theAccount combination box, selectash.
From theCategory combination box, selectredit Card payment or
Charge Card payment
Make sure theredit radio button is selected.
4. If you are budgeting the card payment for a future dater @ budgeted in the

Budget Amount field. If you are entering an actual amount that hasadly
been paid, enter the amount in teual Amount field.

5. Click theSave button. TheTlransaction Summary table is updated with the
transaction.

The following example illustrates how the previous steps woealceflected in the
Transaction Summary for the bank account:

Meridian Credit Card
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To post the transaction to the bank account that serviceseiti¢ or charge card
account, perform the following steps:
1. IntheTransaction Summary table, locate the card payment transaction you
just entered and tick the function checklfdbor the transaction.
2. In the Account panel, click theTransfer push button. Th&ransfer dialog
box is opened.
3. From thePost to Account combination box, select the bank account to debit.

4. Click theOK button. APost to <account> message box is opened to confirm
the transaction.

5. Click the message b@X button. The transaction is posted.

Note: To check that the transaction has been posted to the bamkna,
select the account from tleash Account panel and browse the
Transaction Summary table to locate the transaction. The posted
transaction will appear ascash accountransfer category entry, and
the transaction amount will be a debit item.

The following example illustrates how the previous steps woealceflected in the
Transaction Summary for the Card account:

Anytown Bank, current a/c
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Posting to a Savings Amount

If you use your bank account to make regular savings, theaitaon will need to be
shown in both your savings account and bank account.

In the savings, your balance will be credited by the atoiiine transaction, that is,
the credit balance will be increased by the transactiaount.

In the bank account, your balance will be debited by theuatrof the transaction.
This means that if you have a credit balance, itlvaélreduced by the amount of the
transaction; if you have an overdraft, your overdraft wdrease by the amount of
the transaction.

To enter a savings amount, perform the following procedure:

1. Open thélransaction Manager .

2. Select the bank account that services savings act¢byotir bank account is
not displayed, go to theank to Account panel, accounts combination box,
and select the bank account.

3. In theTransaction detail panel, enter the following details:
In theDate field, enter the transaction due date.
In theTo or From field, enter the name of your savings account.
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From theAccount combination box, sele€tinancial
From theCategory combination box, seleSavings .

Make sure th®ebit radio button is selected.

If you are budgeting the savings for a future date, enberdgeted in the
Budget Amount field. If you are entering an actual amount that haeadly
been saved, enter the amount inAlaal Amount field.

Click theSave button. TheTransaction Summary table is updated with the
transaction.

The following example illustrates how the previous steps woelceflected in the
Transaction Summary for the bank account:

[+ 01 % & 01 % ! (
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To post the transaction to the credit or charge card pagnstform the following
steps:

1.

In theTransaction Summary table, locate the card payment transaction you
just entered and tick the function checklfabor the transaction.

In theLink to Account panel, click thelransfer push button. Th@ransfer
dialog box is opened.

From thePost to Account combination box, select the savings account to
credit.

Click theOK button. APost to <account> message box is opened to confirm
the transaction.

Click the message b@K button. The transaction is posted.

Note: To check that the transaction has been posted to theazanaing,
select the card account from thek to Account panel and browse the
Transaction Summary table to locate the transaction. The posted
transaction will appear ascash accountransfer category entry, and
the transaction amount will be a credit item.

The following example illustrates how the previous steps woelceflected in the
Transaction Summary for the savings account:

# ) * +
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Making an Intra Account Transfer

Sometimes you might want to transfer an amount fromcash account to another as
a simple withdrawal from one account and a deposihdbh&r cash account. For
example, when you withdraw an amount from a savings accadrdu it in your
current account.

In the savings account, the balance is reduced by the awioilnet withdrawal and in
the current account, the balance is increased by tbhararof the transfer.
To make an intra account transfer, perform the followdracedure:

1. Open thélransaction Manager .

2. Select the cash account that you are going to makeithdrawal from. The
transactions associated with that account are digpliaytheTransaction
Summary table.

3. In theTransaction detail panel, enter the following details:

In theDate field, enter the transaction due date.

In theTo or From field, enter the name of the cash account that isggoi
to receive the transfer.

From theAccount combination box, selectash.

From theCategory combination box, selectash withdrawal

Make sure th@®ebit radio button is selected.

4. If you are budgeting the transfer for a future dateerembudgeted in the
Budget Amount field. If you are entering an actual amount that haeadly
been transferred, enter the amount inAbal Amount field.

5. Click theSave button. TheTransaction Summary table is updated with the
transaction.

The following example illustrates how the previous steps woelceflected in the
Transaction Summary for a savings account that an amount has been withdrawn
from:

| N+ 1 ( (
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To transfer the transaction to the other account, partbe following steps:

1. In theTransaction Summary table, locate th€ash withdrawal
transaction you just entered and tick the function dhexck for the
transaction.

2. In theLink to Account panel, click thefransfer push button. Th&ransfer
dialog box is opened.

3. From thePost to Account combination box, select the account to credit with
the transfer.
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4. Click theOK button. APost to <account> message box is opened to confirm
the transaction.

5. Click the message b@X button. The transaction is posted.

Note: To check that the transaction has been posted to theactwaimnt,
select the account from tleash Account panel and browse the
Transaction Summary table to locate the transaction. The posted
transaction will appear ascash accountransfer category entry, and
the transaction amount will be a credit item.

The following example illustrates how the previous steps woelteflected in the
Transaction Summary for the other account:

#24) 3- 5 I
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6.5.2 Selecting a Different Cash Account

To select a different cash account,perform the follovsiteg:

1. From theCash Account panel, cash account combination box, select a
different cash account. The following fields and tablesgpepulated with the
new account attributes:

TheTransaction Summary panel refreshes the transaction summary table
with all the transactions from the cash account yoecsed

TheCash Account panel is refreshed with the dates and amounts of the
cash accourtrojected final balance , Minimum balance andMaximum
balance .

6.5.3 Getting a Cash Flow Snapshot

You do not need to perform any additional tasks to show aplarticash account
cash flow. The minimum, maximum and final cash balanceawoeatically
updated when you enter or modify transactions. The cashsthapshot feature is
described in the sectidbash Flow
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Using the Report Manager

This chapter describes how to use WReport Manager to display and print
reports. You open the Report Manager from the maimuniy clicking the Report
Manager button from the Main Menu or the Quick-Switch tuaol.

Introduction to the Report Manager

The TM consists of the following panels:

Select Report Type panel: Lets you select a report from the report types
provided by the PFO.

Select Accounts panel. Where applicable, lets you create a report for a
particular cash account. You may also select individual &dims accounts or
all transaction accounts as the subject of certaiortep

Categories panel: Where applicable, lets you create a report foctsele
transaction account categories.

Period panel. Lets you specify the report period.

Report View panel. Displays the report and gives you the option of pgrttie
report as an Excel document.

Viewing and Printing Reports

TheReport View panel consists of the following components:

Forward and Back buttons: The forward and back buttons are adtiaat
displayed in blue if you have selected multiple accotortgour report. The
buttons let you move through the accounts that you are giergereports for.
The Report table is populated with the data for eacbust@as you move
through the accounts.

Note: TheConsolidated Cash FloawndReconciliation Reporonly
display information for one account, so the forward aruk lbattons are
not activated for these report types.

Account: TheAccount name field is populated with the name of the account
being displayed.

Online Report Table: The online report table is populatéld iwformation
specific to the type of report you select. Examples efdifferent online
reports are shown in the following sections.

Print button. ThePrint button lets you produce a hard copy of the report in
Excel format.

Selecting Accounts and Categories

You can produce reports for individual cash accounts anaatidated report of
all cash accounts. The consolidated report is probaldymbst useful as it
provides a complete analysis of all income and expenditure.

You can restrict your report to a single transaction adomuselect all transaction
accounts. If you select a single account you can sefecbr more categories from
the accounts as the subject of your report.
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To select cash and transaction accounts, and if applicaikgories, perform the
following steps.

Select Cash Account
1. Do you want to select a report for a selected cash acootor all cash
accounts?
All' Accounts: In theSelect Accounts panel, accept the default valaie
displayed in theash Account combination box. Go to step 2.

Selected AccountFrom theSelect Accounts panel,Cash Account
combination box, select the account that you want ttyzma

Select Transaction Account
2. Do you want to analyze all transaction accounts orgjssiected account?

All accounts: Accept the default valugl displayed in th&ransaction
Account combination box. Go to step 4.

Selected Account: From theSelect Accounts panel,Transaction
Account combination box, select the account you want to aealyhe
categories belonging to the account are displayeckigdiegories table.

Select Categories
3. From the Categories table, select one or more casgorreport.

Note: To select more than one category, keep the shift key defdress

while clicking on the category to select.
4. Go to the sectioBelecting a Report Type.

7.4 Selecting a Report Type

You can select a number of different report types:
Historical Income and Expenditure
Consolidated Cash Flow
Budget and Actual Compariseaport
Reconciliation Report

7.4.1 Budget and Actual Comparison

The onlineBudget and Actual Compariseaport is shown in figure 7.
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Figure 7: Budget and Actual Comparison

The report compares all actual and budgeted income and experfdit the accounts
you select. You may select individual accountglbiaccounts.

The default reporting period is from the first ddtattyou began using the PFO to
record transactions up to today's date.

Note: For the report to be completely accurate, you shoulthanat any unreconciled
budgeted amounts in the reporting period. You should be al#edadile historical
transactions from such documents as credit card staterhantsstatements, sales
receipts, dividend notices, salary advices, etcetegyaulfproceed with the report and
wish to include unreconciled budget amounts, the PFO will useutthget amount
instead of the actual amount in generating the reportathml amount remains at
zero until you reconcile the budget amount. If you are entbteconcile the
amounts, the report is affected in the following ways:

Categories that include unreconciled amounts will be alsul in red, for
exampleElectricity.

TheDifference and%Diff between the budgeted and actual amounts is always
shown as 0.00.

For additional information about budgeting, see the seéti@iyzing Budgeted and
Actual Expenditure

To create 8udget and Actual Comparisoaport, perform the following steps:
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Select Report Type

1. From theSelect Report Type panel, click the radio buttadistoric Income
and Expenditure .

Select Transaction Account
2. Do you want to analyze all transaction accounts orgjssiected account?
All accounts: Accept the default valugl displayed in th&ransaction
Account combination box. Go to step 4.

Selected Account: From theSelect Accounts panel,Transaction
Account combination box, select the account you want to aealyhe
categories belonging to the account are displayeckigdiegories table.

Select Categories
3. From the Categories table, select one or more casgorreport.
Note: To select more than one category, keep the shift key defdress
while clicking on the category to select.
Select Reporting Period

4. In thePeriod panel,From field, enter the start date of the reporting period or
accept the default date displayed. The default dateiddte when you started
recording transactions.

5. In theTo field, enter, or accept the default date, for thearttie reporting
period. The default date is todays date.

6. Click theGo button.

7. Is theUnreconciled Transactions dialog box displayed?
Yes: Go to step 6.
No: Go to step 10

Reconcile Transactions

8. In theList of Unreconciled Transactions  panel, select the first unreconciled
transaction. The budget amount for the transaction jdagied in the
Amounts panel, Budget amount field.

Note: If you choose not to reconcile a budget amount, the PFO uses the
budgeted amount instead of the 0.00 actual amount.
9. In theActual amount field, enter the actual amount for this transaction.

10.Click the Save button. The unreconciled transaction isvesinimom thelist
of Unreconciled Transactions

11.Are there any unreconciled transactions remaining inishef Unreconciled
Transactions ?

Yes: Return to step 6.
No: Go to step 10.

View Results
12.In step 2, did you selestl transaction accounts?
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Yes: Go to step 12

No: Go to step 13.
13.View the report for each category by moving forward or bac#ts/through the
accounts using the blue arrowed previous and next buttons.

Print Report

14.Click thePrint button. An Excel spreadsheet will be prepared and opened o
your desktop. You can save or print the report by using thd Eteenenu
Save as.. andPrint options. An example of the Excel report is showih atle
5, Budgeted and Actual Comparison report

Consolidated Cash Flow

An example of &onsolidated Cash Floweport is shown in figure 8.

Figure 8: Online Consolidate Cash Flow report

When you select Consolidated Cash Flow the report periset between the
following dates by default:

TheFrom date field is populated with today's date
TheTo date field is populated with the date of the last bueh&tansaction that
you entered using the TM.

For additional information about how the PFO supports cashdlmlysis, see the
sectionCash Flow

To produce &onsolidated Cash Flowreport perform the following steps:

Select Report Type

1. From theSelect Report Type panel, click the radio buttobonsolidated
Cash Flow .

Select Reporting Period
2. In thePeriod panel,From field, enter accept the default date, that is, today's
date, or enter a new date for the start date ofeperting period.

3. IntheTo field, enter accept the default date, that is, the datdlik last
transaction you have entered, or enter a different atelaf the reporting
period.

4. Click theGo button. The report is displayed in tReport panel

Print Report

5. Click thePrint button. An Excel spreadsheet will be prepared and opened o
your desktop. You can save or print the report by using thd Eteenenu
Save as.. andPrint options.
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7.4.3 Income and Expense Disposition

Figure 9 shows an example of lmome and Expenditure Dispositiogport:

Figure 9: Income and Expenditure Disposition report

When you select théncome and Expenditure Disposition report, the report period is
set between the following dates by default:
TheFrom date field is populated with the date of the oldestsaation in your
PFO.

TheTo date field is populated with today's date.
For additional information about how the PFO supports cashdlmlysis, see the

sectionAnalyzing Historic Expenditure and Incomkio produce anincome and
Expenditure Dispositioneport perform the following steps:

Select Report Type

1. From theSelect Report Type panel, click the radio buttdncome and
Expenditure Disposition

Select Reporting Period

2. In thePeriod panel,From field, enter the start date of the reporting period.
3. IntheTo field, enter the end date of the reporting period.
4. Click theGo button. The report is displayed in tReport panel

Print Report

5. Click thePrint button. An Excel spreadsheet will be prepared and opened o
your desktop. You can save or print the report by using thd Eteenenu
Save as.. andPrint options.

744 Reconciliation Report

Figure 10 shows an example oRaconciliation Reponteport:

Figure 10: Income and Expenditure Disposition report
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For additional information about how the PFO supports cashdltmlysis, see the
section Reconciliation. To producdRaconciliation Repornperform the following
steps:

Select Report Type

1. From theSelect Report Type panel, click the radio buttadistoric Income
and Expenditure .

Select Cash Account

2. From theSelect Accounts panel,Cash Account combination box, select the
cash account that you want to reconcile.

Select Reporting Period
3. In thePeriod panel,From field, enter the start date of the reporting period.
This date should coincide with the start date of thgestent that you wish to
reconcile.

4. IntheTo field, enter the end date of the reporting period. @haie should
coincide with the end date of the statement that yist o reconcile.

5. Click theGo button. The reconciliation report is displayed in Report panel.

Print Report

6. Click thePrint button. An Excel spreadsheet will be prepared and opened o
your desktop. You can save or print the report by using thd Eteenenu
Save as.. andPrint options.
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Accounts and Categories

The PFO is delivered with a number of account and acaaiagories already
installed. You can add, delete or modify these accoumtsategories using the
Account Manager described in Chapter 4.

These are the accounts and categories delivered witPFOe

Cash Account

Categories

%&' (")
()
x4
(*( +
) *

%

Note: The PFO is delivered with a single cash account csgd Account and is
set as the default cash account. The account has asamngaction calle@®pening
balance . The budget and actual amounts are set® . You should replace the
account name with the name of your actual account adifyrthe actual amount so
that it shows the opening balance for your account.

Dependants

Categories

& *

R

Entertainment and Leisure

Categories

) %.

Financial

Categories

34
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Categories

%7 (

Food and Provisions

Description

)

)

8*

% *%

Health

Categories

)

*

5/ *

& (*

s )

Household Expenditures

Categories

/*) 7

O)* *

07 (+ +

oo

8

2 )

5/ *

5

&

) O
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Categories

9

9 (& ¢

Income

Categories

((

0+) +

5  x

Miscellaneous

Categories

)<

o+ *

8

Motoring and Transport

Categories

5/ *

)

1)*

9 (+ *

9 (%7

Savings & Investments

Categories

&) 1(

6 /*

)
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