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The information in this User Guide has not been peer reviewed but is believed to be accurate.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

Kerry Web Design reserves the right to make changes to the product described in this
document at any time and without notice. The product, including software, and documentation
may not, in whole or in part, be photocopied, reproduced, translated 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 DAMAGES ARISING
FROM THE USE OR INABILITY TO USE THIS PRODUCT OR DOCUMENTATION,
EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN PARTICULAR,
THE VENDOR SHALL NOT HAVE LAIBILITY FOR ANY HARDWARE, SOFTWARE,
OR DATA STORED OR USED WITH THE PRODUCT, INCLUDING THE COSTS OF
REPAIRING, REPLACING, INTEGRATING, INSTALLING OR RECOVERING SUCH
HARDWARE, SOFTWARE, OR DATA.

Any disputes arising between the manufacturer and customer shall be governed by the laws of
Thailand. Thailand shall be the exclusive venue for the resolution of any such dispute. Kerry
Web Design's  total liability for all claims will not 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 trademarks or registered trademarks of
their respective companies or mark holders.
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1 Introduction

This document describes how to install, configure and use the New Dawn Personal
Financial Organizer (PFO). The document contains the following chapters:

Chapter 1, Introduction. Describes the terminology used in the document and
provides support information.

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

Chapter 3, Features and Functions. Provides a detailed description of the PFO
features and how these can be used to provide important financial information that
can help you analyze, predict and manage your personal financial situation. 

Chapter 4, The User Interface. Introduces the PFO Graphical User Interface (GUI)
and describes the setup task that you need to perform the first time you run the PFO.

Chapter 5, Using the Account Manager. Provides detailed step-by-step instructions
for performing account related tasks such as creating transaction accounts and
categories, cash accounts, default cash accounts, modifying account attributes and
deleting accounts.

Chapter 6, Using the Transaction Manager. Provides detailed step-by-step
instructions entering, modify and deleting transactions, how to manage different
types of complex transactions, how to create transactions that fall due on regular
future dates, and how to interpret your future cash flows on each cash account. 

Chapter 7, Using the Report Manager.  Provides detailed step-by-step instructions for
generating PFO reports, both as  online and hardcopy Excel reports.

1.1 Abbreviations

AM Account Manager 

PFO Personal Financial Organizer

RM Report Manager

TM Transaction Manager

1.2 Definitions

The following definitions are used throughout this document:

Term Description

Account
Reconciliation

A process of comparing your record of an account  with the
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.
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Term Description

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

Cash Account 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.

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

Category 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

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

Default Cash Account 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. 

Financial Service
Provider

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

Over Budget When an actual amount is more than a budgeted amount.

Transfer Payment 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.

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

Under budget When an actual amount is less than a budgeted amount.

Table 1: Definitions

1.3 Conventions

The following font styles are used throughout this document to emphasize different
features: 
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Term Description Style

GUI feature The name or title of any GUI
feature such as an input field,
combination box, button or
panel.  

Account name:

Input Data that you are required to
enter, either in an input field or
selecting from a GUI feature
such as a combination box.

Opening balance

Link A hypertext link from one part of
this document to a chapter or
section in another part of the
document.  

The Transaction Manager

Value Data values displayed by the
PFO.

0.00

Title The title of a PFO Report Reconciliation Report 

Table 2: Conventions

1.4 Color Coding

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

Data Description Example

Credit Amount When you enter a credit amount, it
is displayed in blue

207.38
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Data Description Example

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

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.

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

Transfer When a transaction in the
Transaction Manager is a transfer
payment.
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Table 3: Color Coding

1.5 New Dawn Support

For customer support issues, report problems, make donations or any 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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2 Introducing the New Dawn PFO

The New Dawn Personal Financial Organizer (PFO) is a  software tool that lets you
control your personal finances rather than have your finances control you. It provides
simple and intuitive user-friendly interfaces that simplify the everyday tasks you need
to perform if you want to budget and manage your finances in a controlled and
effective way.

The PFO can save you substantial amounts of money in reduced interest charges, late
payment penalties and unauthorized overdraft charges. It helps you maintain a good
credit rating and avoid the stress of financial distress. With the PFO you can: 

� Analyze your past income and expenditure. You can see just when and how
your income is being earnt and spent. This lets you identify categories of
expenditure that may be excessive, unnecessary and over budget. You can plan
ahead to reduce or eliminate unnecessary expenditures and ensure that your
income and expenditure are better balanced.  

� Predict how your finances are going to look a few months into the future by
budgeting for future expenditure and income. Budgeting lets you identify future
hot spots that if left unmanaged could result in expensive financial penalties,
reduce credit ratings, or even asset repossession The PFO gives you time to
adjust your expenditure to avoid these hot spots 

� The Personal Financial Organizer lets you identify your future credit
requirements so that if you do need to approach financial institutions for credit,
you can present a well thought out financial plans. Financial institutions are
more likely to accommodate your credit needs and charge you substantially less
when you seek credit on the basis of a well prepared budget rather than waiting
for your finances get out of control. 

You can link your Personal Financial Organizer to multiple cash accounts, such as a
bank current account, credit card account, savings account and investment income
account and then debit or credit these accounts with transactions such as utility bills,
food and provisions, and income from employment and investments. You can create
budgets and analyze historical income and expenditures for each account.

All information provided by the Personal Financial Organizer can be viewed online
or printed as reports created as Microsoft Excel documents.

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

2.1 The Transaction Manager

The Transaction Manager (TM) lets you record transactions, that is, items that have
an immediate effect on your current financial situation. Such items include bills that
you have to pay for all the goods and services that you consume in life. You also use
the Transaction Manager to record income that you receive.
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The TM also lets you enter transactions that fall due on future dates. This lets you
create a financial projection, or budget, that can give you a good idea about your
financial position at a point in the future. Such information can be invaluable in
ensuring that your future credit facilities are adequate. It also gives you ample
opportunity to adjust your budget if necessary by abandoning, reducing  or deferring
future transactions that would otherwise cause you financial distress. In this way you
can control your finances and ensure that your income and expenditure are within an
achievable,  sustainable, and viable balance.  

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

The different tasks that you can perform with the TM are described in Chapter 6:
Using the Transaction Manager.

2.2 The Account Manager

You use the PFO Account Manager (AM) to manage transaction and cash accounts
and categories. You use the TM to post income or expenditure transactions to these
accounts and categories.  For example, you may have a transaction account called
Household Expenditure that is further divided into a number of categories such as
Insurance, Gas, Water, Electricity etcetera. Being able to post actual and budgeted
transactions to individual categories lets you perform a more detailed analyses of how
and where your disposable income is going and where its coming from.

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

The PFO  distinguishes between Cash accounts and Transaction accounts.  The
Account Manager lets you manage these types of account independently. 

2.3 The Report Manager

The Report Manager lets you produce detailed financial reports as online reports or
hardcopy Excel spreadsheets. The PFO helps you answer, in considerable detail,
important questions about the viability of your personal finances. It helps you analyze
what you have been spending money on and where your income has been coming
from, and lets you make future projections about your financial situation. To meet
these objectives, the PFO lets you produce reports that help you analyze past
expenditure and income, reconcile bank and credit card accounts, and make
projections about your future income, expenditure and solvency.  
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3 Features and Functions

This chapter describes the features and functions of the PFO and how you use these
functions to generate the information you need to manage and control your personal
finances. 

3.1 Managing Accounts

The PFO Account Manager lets you create, modify and delete accounts and categories
within each account. The PFO comes with a number of preinstalled accounts and
categories and these are listed in Appendix A.

3.1.1 Cash Accounts

A cash account is an account that you can access instantly to make deposits to or
withdrawals from such a bank, building society, savings or credit card accounts. The
PFO lets you manage as many cash accounts as you want as most individuals are
likely to manage several accounts.

The PFO also lets you link different cash accounts together. For example, if you pay
your credit card account from your bank account, as most people do, the transaction
must be recorded in both accounts. First, you bank account is reduced, or debited,  by
the amount of the transaction. Your credit card is credited by the amount of the
transaction, reducing, or possibly eliminating, your monthly credit card debt.

The PFO is provided with a Cash account that includes the following categories:
� Charge Card payment
� Credit Card payment
� Opening balance
� Transfer

3.1.2 The Default Cash Account

The PFO is provided with one default cash account called Main Account . This is
likely to be the account where the majority of your income is credited and expenses
debited. Usually this is a current bank account because such an account gives you a
great deal of flexibility in receiving income and arranging expenditures. For example,
most current accounts let you set up overdraft facilities, direct debits, standing orders
and transfers as well as providing you with a cheque book and ATM card. 

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

The default cash account and the transactions that are posted to it is always
displayed when you open the TM. The TM Cash Account feature lets you quickly
switch between different cash accounts.  
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3.1.3 Transaction Accounts

A Transaction Account is used to record expenditure or income, such as Household
Expenditure, Motoring, Entertainment and Leisure, Income, Health, Investment
Income, etcetera. To refine the level of reporting, a transaction account contains one
or more categories. The Household Expenditure account, for example, is preinstalled
with the following categories: 

� Council or Property Tax
� Electricity 
� Extensions and Improvements
� Furniture and Appliances
� Garden and Landscaping
� Gas
� Heating Oil
� 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 use the PFO to record
transaction and then analyze the results of these transactions.  The example is based
on a hypothetic credit card account called Meridian Credit Card.  

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

� The date the transaction falls due
� The name of the company, organization or individual that receives the payment
� The account to which the transaction is associated
� The category within the account that the transaction is posted to
� A budget amount for the transaction. 
� The actual amount of the transaction
� The running total of the balance on the account. 

���������	
��� 
���	�������������
		���
���
���� ���
 ����� ���



 
USER GUIDE

Figure 1: Recording Credit Card Transactions with the TM

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

Figure 2: Recording Bank Current Account Transactions with the TM

The PFO analyzes this data to produce reports that can help you keep track of your
personal finances. The remaining sections of this chapter use examples to describe
these reports and the kind of information that can help you organize your personal
finances.   

3.3 Analyzing Historic Expenditure and Income

The PFO Report Manager Income and Expenditure Disposition report produces a
breakdown of the expenditure by account and category and tells you what proportion
of your expenditure and income are associated with each account and category. It
addresses such questions as:

� What proportion of total expenditure is consumed by a particular account? For
example, what proportion of my total expenditure goes towards Household
Expenditure, Motoring & Transport,  Financial Costs, Entertainment & Leisure,
etcetera?

� What proportion of the expenditure for a particular account is consumed by the
categories within the account? For example, how much of the Household
Expenditure account is consumed by water bills, mortgage payments, household
insurance, repairs and maintenance, phone bills, and other utilities?

� Why is such a large proportion of my income servicing a particular 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, or is it made up from

other sources such as interest, share dividends, or rents, and if so, in what
proportions.

The following table is an example of the PFO Report Manager  Income and
Expenditure Disposition :

                             INCOME AND EXPENDITURE DISPOSITION                  01/01/2009

1st October 2008 to 26 th  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 proportion of disposable income,
nearly 24%, is accounted for by mortgage payments and that household expenditure
in total takes just over 30% of disposable income. Motoring and Transport account
for 14% of the total. Could economies be made here perhaps with a smaller car. You
are only saving 2.75% of your income for a rainy day. Is this sufficient or could you
increase your savings? Most of your income is derived from employment, which is no
great surprise. What might be disconcerting about the report is that just under half the
income goes on ATM withdrawals. Where is this all going and could economies be
made here? Perhaps an additional Cash account is needed to keep track of the 250 a
week being withdrawn from the ATM machine.  

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

When you use the RM, you can modify these dates. You could, for example, use a
later date than today's date as the end of the report period, and today's date as the first
date of the reporting period. This would let you take a  view of your income and
expenditure over a future period.

3.4 Budgeting

One of the most powerful features of the PFO is being able to plan, or budget, for
future expenditure and income. Budgeting  means making an informed guess of what
the amount of the transaction will be when the transaction falls due.  Budgeting gives
you some idea of what your financial position is likely to be in the future, for
example six months or one year from now.  

Creating a budget lets you get an informed guess to the question:
� What is the likely state of my financial position in three, six or twelve months

time?
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Having this information can save you a considerable amount of money as well as
avoiding a lot of financial and psychological stress. For example, assume that after
completing a budget for the next six months, you identify an alarming and unforeseen
deficit, say four and a half months into the budget period. You now have four and a
half months to try and get your expenditure under control and reduce the deficit. In
the worst case scenario where you simply cannot get your projected expenditures
down, you at least have time to approach financial institutions and make
arrangements for financing the deficit. Banks in particular do not like it when your
overdraft suddenly soars out of control and you have made no prior arrangements to
authorize a overdraft. It is almost certain that you will suffer some financial penalty
as a result of an unauthorized overdraft. You may even find your credit rating
deteriorates, which again will restrict your credit opportunities and make credit more
expensive.

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

For example, you might be budgeting for future electricity or other utility bills. You
know, from past experience, that your winter electricity was £120. When you come to
consider budgeting for the next winter bill, you would need to consider:

� By how much energy costs are likely to rise or fall before the bill is due?
� Are there any other factors that might increase the bill such as carbon taxes?
� Was the £120 that you actually spent last winter for a very severe winter or was

it relatively mild?
� Have you taken any energy conservation measures to reduce your electricity

consumption?

Of course it is very difficult to know what these figures might be, so you should take
a conservative approach and budget for the worst case. Assume energy costs will rise
by 20%, that some other factors that cannot be seen today but might arise
unexpectedly such as a carbon tax of 5%; assume that next winter is going to be very
severe so add another 10% and that you were not able to implement any energy
saving measures to reduce your expenditure. So perhaps £165 would be a realistic
figure to budget for.

3.4.1 Budgeting with the Transaction Manager

The Transaction Manager Transaction Summary  feature lets you create a budget for
every cash account you manage with the PFO.  Creating a budget involves:

� Setting a useful budget period. Six months to a year is probably the most useful
period to set.

� Analyzing your historical budgeted and actual expenditures as described in
section 2.1 and submitting realistic estimates, that is, budget amounts, of future
income and expenditure.  

� Using the Transaction Manager Transaction Detail  feature to enter   the
budgeted amounts for all the transactions falling due during your budget period.

Figure 3 shows the Transaction Manager Transaction Summary  feature:
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Figure 3: TM Transactions

This budget applies to the hypothetical bank account at the Anytown Bank used in
previous sections. The example assumes that todays date is March 10th 2008, so that
all budgeted amounts before that date have been reconciled with actual amounts.
Reconciled amounts are displayed with a red background for debit amounts and a
blue background for credit amounts.

All amounts after that date are budgeted amounts only, waiting to be reconciled with
actual amounts when the transactions fall due and the exact amount is known. The
actual amounts for unreconciled amounts are displayed with a green background, and
are set to 0.00 .

The unreconciled budget amounts let you see the effect on your future cash account
balances. For example, you can see that while the account in figure 3 is in deficit   on
March 9th, it is estimated to return to credit on March 24th when the Income from
Employment  transaction falls due.  By using the scrollbar to the right, you can
browse right to the end of your budget period and assess the effect of your budget
projections of every transaction that falls due up to the end of your budget period.  

3.4.2 Analyzing Budgeted and Actual Expenditure

In addition to creating a budget, the RM  lets you analyze how well you have been
budgeting in the past. By analyzing budgeted and actual expenditure after you have
reconciled your budget amounts, you can  answers such questions as:

� Have I been making adequate provisions for a particular category of
expenditure? 

� Do I need to make additional provisions for future expenditures? 
� Why is a particular category or account so much over budget and what can I do

to make sure I have better control over this kind of expenditure in the future?
� Why have some expenditures come in under budget and can I realistically

reduce future estimates for these expenditures? 
� Have I been realistic in estimating how much income that I thought I was going

to receive?
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The Budget and Actual Comparison report lets you compare how accurately you have
been budgeting. It provides a comparison for every transaction account and its
categories across all your cash accounts. Here is an example report:

                                   BUDGET AND ACTUA L COMPARISON                    11/03/2009

1st  October 2008 to 11 th March 2009

Entertainment and Leisure

Category Budgeted Actual Difference % Difference

Cable TV -360.00 -369.00 -9.00 -2.50

Clubs & associations -350.00 -354.00 -4.00 -1.14

TOTAL -710.00 -723.00 -13.00 -1.83

Financial

Category Budgeted Actual Difference % Difference

Interest charged -50.00 -87.46 -37.46 -74.92

TOTAL -50.00 -87.46 -37.46 -74.92

Food and Provisions

Category Budgeted Actual Difference % Difference

Groceries -2230.00 -2438.97 -208.97 -9.37

TOTAL -2230.00 -2438.97 -208.97 -9.37

Health

Category Budgeted Actual Difference % Difference

Dental 0.00 -89.00 -89.00 -100.00

TOTAL 0.00 -89.00 -89.00 -100.00

Household Expenditure

Category Budgeted Actual Difference % Difference

Electricity -300.00 -351.85 -51.85 -17.28

Internet -125.00 -124.95 0.05 0.04

Insurance -550.00 -484.63 65.37 11.89

Mortgage -3410.00 -3312.96 97.04 2.85

Phone, mobile -80.00 -82.56 -2.56 -3.20

Phone, land line -140.00 -214.11 -74.11 -52.94

Repairs and maintenance 0.00 -472.62 -472.62 -100.00

Water -200.00 -222.23 -22.23 -11.11

TOTAL -4805.00 -5265.91 -460.91 -9.59

Income

Category Budgeted Actual 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 what you have budgeted for,
how this related to how much you actually spent, and what you should budget for in
future periods. For example:

� In the Health  and Household Expenditure accounts, two categories,
Dental and Repairs and Maintenance  were not budgeted for at all.
These were entirely unexpected expenditures. Perhaps you should, in future
periods, make provision for such items by budgeting amounts for them.
Alternatively, you could create a new account  “Provisions” with a category
“Emergencies” and then budget for it in the future. 

� In the Household Expenditure , your actual expenditure  for the land line
telephone was 50% higher than you expected. The categories Electricity
and Water  were also over budget so you should consider budgeting more for
these items in the future. However the Insurance  category came in under
budget. Perhaps you benefited from finding a better insurance premium on the
Internet. The total household budget was nearly 10% over  by  an amount of
£461, so perhaps there is slight cause for concern especially as household
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expenditure is a large part of your outgoings.
� In the Finance  account, although the interest the credit card adds to your

credit card bill represents a small proportion of your outgoings, this item is
substantially over budget by nearly 75%. Perhaps this is indicative of a larger
monthly credit card debt than you anticipated, in which case you might consider
reducing your use of the credit card. You might also consider making a larger
budget provision for Interest added in your next budget period.

3.5 Cash Flow

The amount of cash that you have available on a future date to meet your liabilities is
a very important statistic and one that warrants close monitoring. The TM and RM
helps you answer such questions such as:   

� How solvent or insolvent am I likely to be during the next few months? 
� On what future dates am I likely to experience severe cash flow problems?
� At some future date do I need to approach my bank for a credit facility, or

rearrange an existing facility, and when should I take this step?
� Why was my cash flow so positive a couple of months back, whereas my future

cash flow appears to be so negative?

The TM Cash Account  panel shown in figure 2 provides  the following views of the
cash account:

� The date when the account reaches its minimum balance, that is, has the
greatest deficit or overdraft, or the smallest available credit balance.

� The date when the account reaches its maximum balance, that is, has the
smallest deficit or overdraft, or the largest available credit balance.

� The Projected final balance on the last day of your budget period.

Figure 4: TM Cash Account panel
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Interpreting the Cash Account feature as shown in Figure 4 would reveal quite a
substantial deficit on the 19th August. It may be that on this date, your existing
overdraft arrangement might be breached.  Having such information a considerable
time before this occurs gives you time to reduce expenditure and if necessary contact
your bank to rearrange your overdraft.

The Cash Account feature is updated continuously as you add new transactions to
your budget so that you always get an early warning of any potential cash crises in
the future.               

While the TM Cash Account feature provides a  view of your cash flow as you enter
transactions, the RM provides a consolidated view of all you cash accounts with the
Consolidated Cash Flow report.  

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

When you create a Consolidated Cash Flow report, the report period is, by default,
between the  today's date and the date of the last budgeted transaction that you
entered using the TM. For example, if the last transaction in your budget period is an
anticipated payment for Household Expenditure – Mortgage falling due on August
31st, and today's date is March 12th, the date fields will be populated with these dates
and the report period will be from March 12th to August 31st. This reporting period
gives you a future view of your cash flow.

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

You could even combine a historic view and future view by using a report period
between an earlier date and the date of the last budgeted transaction. 

Here is an example of a Consolidated Cash Flow report based on the default reporting
period. Its is assumed that today is March 11th 2009.

                                          CONSOLIDATED CASH FLOW                            11/03/2009

11th March 2009 to 31 st  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 11th,  with a budget period extending about five
and a half months into the future to August 31st. The report  provides a great deal of
useful financial information as well as unearthing some alarming developments: 

� Whereas the maximum balance on the Anytown Bank a/c was in fact a
predicted deficit of 3570.75 on March 24th, the deficit spirals to a massive
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9825.75 by August 19th. Such a deterioration would need to be examined
seriously, reasons found to explain what happened and remedial action taken to
improve the situation.

� The position during the last two weeks in August is particularly serious, where
the consolidated deficit reaches 13783.83. This figure is arrived at from the
current account deficit on August 19th of  9825.75 and a credit card deficit of
3958.08 predicted for August 31st. The situation shows a slight improvement by
August 31st, where the consolidated figure at period end shows  a deficit of
11652.70. 

Clearly if this report reflected your own financial situation you would be facing
severe difficulties in the future. The report not only reveals the size of the predicted
deficits but suggests that the situation is getting worse the further out you look.
However, you would have nearly 5 months to take action and try and regain control
of the situation. This is a far better scenario than suddenly being warned by the bank
that overdraft agreements have been broken and that immediate and far more painful
action must be taken when that time arrives, such as the withdrawal of credit
facilities, possible repossession of assets, reduced credit ratings and a plethora of
other problems associated with basic insolvency.  

3.6 Reconciliation

Reconciliation lest you compare and  match the information you keep about a cash
account with the information presented in a statement send to you by a financial
service provider. The usual reconciliation that most people perform is between the
records you keep about a bank account and a bank statement and a credit card
account and a credit card statement. You might also wish to reconcile other accounts
such as savings, mortgage and investment accounts. 

Reconciliation lets you discover  discrepancies between the records you keep for a
cash account and the transactions listed on a statement.  Discrepancies can arise
because you have over or underestimated a transaction amount, or have forgotten to
include a transaction altogether. Reconciliation can also help you identify errors that
your bank or other financial institution may  have made.       

The information that you get from reconciliation is also invaluable when you are
budgeting for the future, because you can see how well you have been doing in
estimating your income and expenditures.  

The PFO provides you with a Reconciliation Report for every cash account that you
keep. You can browse the report on line or print a copy in Excel format. The printed
copy is particularly useful because you can physically compare and cross-check the
report with the statements received from your financial service providers.       

The Reconciliation Report lets you select a start and end date. These dates  should
match the start and end date of the statement you are comparing the report with. Each
transaction within the dates is identified by the date on which it fell due, a description
of the transaction, the  amount of the transaction and whether the amount is a debit or
credit item, and a running total. The report is designed to mirror the format of
statements provided by banks and other financial service providers.
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Before you use the PFO to create a reconciliation report, you should insure that all
amounts that fall due during the reconciliation period have been entered as actual, as
opposed to budgeted amounts. The PFO will remind you if there are any actual
amounts that have not been entered for the period in question before you create the
report. Obviously if you have your statement in front of you, you can enter any
missing actual amounts directly from the statement.

The following is an example of  a PFO Reconciliation Report based on the example
Anytown Bank Current account: 

RECONCILIATION REPORT

Anytown Bank, Current a/c

1st January 2009 to 31 st  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

4.1.1 Main Menu Buttons

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

� Settings :  Used when you run the PFO for the first time. You use the settings
panel set your preferred regional date format and to select a location where
your data files and Excel reports are to be stored. Chapter 4, Getting Started
provides a full description of what you need to do the first time you run the
PFO.

� About : Provides information about the PFO version and a link to our website.
� 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 transactions to
categories within the transaction accounts that you keep. The TM also lets you
post transactions between accounts and get a summary cash flow view of  a
particular cash account. The TM is described fully in Chapter 7, Using
Transaction Manager.

� Account Manager
� Report Manager

4.1.3 Quick Switch Buttons

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

Icon Description

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

Switch from any manager or the main menu to the Account
Manager 
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Icon Description

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

Switch from any manager  to the Main Menu

Table 8: Quick Switch Buttons

4.1.4 Entering or Modifying Dates

You need to enter a date when you:
� Post a transaction in the TM
� Create periodically repeating transactions over a date range, for example every

month or every quarter
� Create a data range that a report is to cover, such as a budget period.

The PFO provides you with a default date in these situations. However, there will be
situations when the default date might not be appropriate and you need to modify the
date. You then have a choice of modifying the date manually or using the Date
Picker.

4.1.4.1 Manual Entry

You can manually edit  a date displayed in a date input field by positioning the
cursor in the date field and overwriting the whole, or  parts of,  the date that are
inappropriate.

4.1.4.2 Using the Date Picker

The Date Picker provides a calendar like menu that lets you enter a fully defined
date with a single mouse click. The date is formatted according to your preferred
regional format. Using the Date Picker eliminates  the risk of entering incorrect
dates or dates in the wrong format.

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

Figure 5: Date Picker Icon

When you click the Date Picker icon, the date picker is opened. 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 the day you require. The

date input field is automatically populated with the date you require in the
format of your selected regional preference.

Note: To move to previous, respectively future months, click the back
and forward buttons surrounding the years field.
Note: To move to previous, respectively future years, click the back and
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 messages and  previous data

and restores the manager to the state  it was in when you first opened it.
� Save button. Adds new data or modified data to the file that you are working

with and permanently writes the data to the file.
� Delete button. Permanently removes data from the file that you are working

with.   

4.2 Running the PFO for the First Time
The first time you run the PFO you must perform a couple of tasks to setup:

� The folder where you want to keep the files that hold your data and Excel
reports.

� The date format that you want to be displayed when you enter data and when
you print a date on a report.

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

You can either accept the folder that the PFO creates for you, or you can specify a
different folder. The PFO will create the folder C:/NewDawn unless you specify
something different. 

To create a folder for your data files, perform the following procedure:
1. Go to the Data Directory panel in the Settings  panel.
2. Do you want to accept the default location and folder name of C:/NewDawn

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 drive C:  or select a new
drive.

4. In the input field next to the drive combination box. Either keep the default
folder name NewDawn, or enter the name of the folder that you would prefer
instead.

Note: You may enter multiple path names if you wish. For example, to
store your data in a location D:/My  Documents/NewDawn/data,  you
would enter My Documents/NewDawn/data  in the input field.

4.2.2 Selecting a Date Format

You can either accept the UK date format or select a different preference more
appropriate to your region. If you accept the UK format, you   enter all your dates in
the format dd/mm/yyyy , for example, 09/01/2009 . The Date Format panel in the
Settings  panel shows the alternative formats that you can select, either European
format or United States format.

The date formats that are currently available are:
� UK format: dd/mm/yyyy , for example 09/01/2009

� European format: yyyy-mm-dd , for example 2009-01-09

� United States format: mm/dd/yyyy , for example 01/09/2009 .

Dates printed in Excel reports have a corresponding regional format:
� UK format: 9th January 2009

� European format: 2009-01-09

� United States format: January 9 th 2009 .

To select a date format, perform the following procedure:
1. Go to the Date Format panel in the Settings  panel.
2. Select a radio button under the Region  header for the date format you want to

use.

Note: Once you select a date format, you will not be able to a different
regional setting at a later date.

3. Click the Save button. Your selected data directory and regional date settings
are now saved and the PFO is ready for use.
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5 Using the Account Manager

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

� Transaction Accounts  panel
� Categories  panel
� Cash Accounts  panel

Your first task will probably be to modify the preinstalled accounts and categories
that the PFO provides you with. You may wish to add new accounts and categories,
delete some of the preinstalled accounts, and generally modify the account and
category descriptions to suit your own requirements.  

5.1 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.

5.1.1 Modifying  the Cash Account Name

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

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

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

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

5.1.2 Adding Additional Cash Accounts

PFO lets you keep any number of additional accounts, and link these to your default
account. A Credit Card account or Savings account are examples of the additional
accounts that you might choose to include in the PFO.   To add a new cash account,
perform the following steps:

1. In the Cash Accounts  panel, move the cursor to the Account name  field.
Make sure the field is empty

Note: If the field is not empty, click the Reset  button.
2. Enter the name of your new account.
3. Click the Save 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 a different cash account as a
new default account, perform the following steps:

1. In the Cash Accounts  panel, move the cursor to the cash accounts table and
select the cash account you wish to redesignate as the default cash account. 

2. Click the Set as default  checkbox.
3. Click the Save pushbutton. The redesignated account is displayed as the

default account in the  cash accounts table and the previous account is no
longer displayed as the default account.

5.1.4 Deleting a Cash Account

Occasionally you might want to delete a cash account. For example, you might move
to a new bank or credit card company, or simply close an account you no longer need.

Note: A cash account, particularly one you have used for a long time, contains a great
deal of useful historical information. The PFO uses this information when you
produce reports that analyze your past expenditure and income. You should therefore
keep a record of that account in the PFO for a considerable time after you close the
account. You should only then delete the account from the PFO when the information
it contains is too old to have any bearing on your historical analyses and future
budgeting. We recommend you retain the account in the PFO for at least a year after
you close it.

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

To delete a cash account, perform the following steps:
1. In the Cash Accounts  panel, select the row in the cash accounts table showing

the name of the cash account you want to delete
2. Click the Delete button. A confirmation message box is displayed prompting

you to confirm the deletion.

To abandon the deletion, click the No button.  
To confirm the deletion, click the Yes button. A message is displayed to
confirm the successful deletion. The  deleted cash account  is removed from
the cash accounts table.  

5.2 Managing Transaction Accounts

Transaction accounts are used to group similar kinds of transactions. For example,
you may post expenditures that relate to your household to a Household account,
expenditures on food and provisions to a Food and Provisions account, and all your
sources of income to an Income account.  Every transaction posted to a transaction
account either debits or credits the cash account to which it is linked. 
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The PFO comes with a number of  preinstalled accounts,which are listed in appendix
A.  For most expenditures and income that relate to your everyday living the
installed accounts will probably be sufficient. However, you can add, delete or
modify any of the preinstalled accounts to suit your circumstances.

5.2.1 Categories

The installed transaction accounts are further refined into categories. Categories let
you get a more precise view of where your expenditure is going and where your
income is coming from. For example, the preinstalled Household Expenditure
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 already installed for each of the
preinstalled accounts. These accounts and categories are listed in Appendix A. You
can use the Categories  panel to modify, delete or add to these categories to suit your
own circumstances.

You use the Transaction 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 transactions posted to them

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

5.2.2 Adding New Transaction Accounts

To add a new account to the PFO, perform the following steps:
1. Click the Reset  button to ensure all fields are in their initial state.
2. In the Transaction Accounts  panel, move the cursor to the Account name
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field. Make sure the field contains the text <select> .
3. Overwrite the  <select> text with the name of your new account.
4. In the Category  panel, click the Save button. The new account name is added

to the PFO with one new default category named <new category> . To
modify the category details, perform the procedure described in the next
section.

5.2.3 Modifying Transaction Account Categories

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

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

To modify category details, perform the following steps:
1. In the Category  panel category table, select the row containing the category

you want to modify. The category name is displayed in the Category name
field and either the Debit item  or Credit item  radio button is selected to
indicate whether the category is usually used for debit or credit transactions.

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

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

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

5.2.4 Adding Transaction Categories

To add a new category to an account, perform the following procedure:
1. In the Transaction Accounts  panel, from the Select an account  combination

box, choose the account that you want to add a category to. The account name
is displayed in the Account name  field and the categories belonging to the
account are displayed  in the Category  panel table. 

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

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

4. Click the Save button. The new category is displayed in the category table.

5.2.5 Modifying Transaction Account Names

You can change the name of a transaction account.

Note: If you rename a transaction  account that is in use, the new name will be
applied to every transaction. So when you return to the TM, the Accounts column of
the Transaction Table will show the new account name for the transactions posted to
the renamed account.
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To change the name of an account, perform the following steps:
1. Open the Account Manager, or if you have been using the Account Manager

already, click the Reset  button.
2. From the Account  combination box, select the account you want to rename.

The account name is displayed in the Account name  field.

5.2.6 Deleting Categories

To delete a category you must make sure that transactions have not already been
posted to category, otherwise you will not be able to delete it. This ensures that you
don't have orphaned transactions in your data and that every transaction can be
accounted for. If you try and delete a category in use, an error message is displayed
and the requested deletion will not happen.

To delete a category, perform the following procedure:
1. In the Transaction Accounts panel, from the Select an account  combination

box, select the account that contains the category you want to delete. A list of
categories belonging to the account are displayed in the table in the Categories
panel.

2. From the Categories table, select the category you want to delete.
3. In the Categories  panel, select the Delete  button. A confirmation message box

is displayed prompting you to confirm the deletion.

To abandon the deletion, click the No button.  
To confirm the deletion, click the Yes button. A message is displayed to
confirm the successful deletion and the deleted category is removed from the
Categories table.  

5.2.7 Deleting Accounts

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

Before you delete an account that contains categories, you need to delete every
category from the account. The previous section Deleting Categories describes how
to delete categories.
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6 Using the Transaction Manager

You open the Transaction Manager (TM) from the main menu by 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

6.1 Posting Transactions

This section describes how you post transactions. When you post a transaction, the
Account Category is either debited or credited with the expenditure or income
amount you enter. 

If you are creating a budget, you may enter a budgeted amount for the income or
expenditure you anticipate will fall due on a future date. You can then reconcile the
budgeted amount with an actual amount when the actual amount is known by
following the steps described in the section Modifying Existing Transactions.

6.1.1 Creating a New Transaction

To create a new transaction, perform the following steps:

Select Cash Account

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

Enter Transaction Detail

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

3. In the To or From  field, enter the name or identity of the party you are making
a payment to or receiving income from.

4. From the Account  combination box, select the account containing the category
of expense or income that you wish to enter.

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

6. Make sure that the transaction will be correctly posted as a credit or debit
transaction by checking that the appropriate Debit  or Credit  radio button is
selected.

7. In the Budgeted Amount  field, enter the amount that you estimate the income
or expenditure amount that is expected when the transaction actually falls due. 
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Save Transaction

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

6.2 The Repeat Transaction Panel

Most of the time, transactions occur on a regular periodical basis. For example, you
will probably pay your electricity bill on the same day once every two or three
months. Similarly you will receive your income from employment on the same day
once a month. Some transactions may occur weekly, such as shopping for food or
buying petrol.

The Repeat Transaction  panel  lets you replicate regularly occurring transactions.
This saves you having to input every transaction individually and ensures that you do
not forget transactions that fall due in the future. You may create transaction that fall
due every week, every month, every two months, quarterly, that is, every three
months and half yearly. 

After you enter  repeat transactions, you can subsequently retrieve a transaction and
modify its detail, such as adjusting the budgeted amount or posting 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 new transaction described in
the previous section Creating a New Transaction. 

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

Repeat Transaction

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

Note: The transaction will fall due every period from the date you
entered in Step 2 of the procedure to create a new transaction. This date
will be confirmed in the From  field.

3. In the To field, either enter, or select a date from the date picker,  for the end of
your budget period.

Save Transaction

4. Click the Save button. Your repeat transactions will be immediately shown in
the Transaction Summary  table.
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6.3 Modifying Existing Transactions

This procedure describes how to modifying transactions that you have entered
previously or that have been installed as part of the PFO. The most frequent use of
this procedure is to enter an actual amount or modify a budgeted amount.
Additionally you may modify any of the other transaction attributes such as the
transaction date, to or from, transaction account, category, and credit or debit
specifier. 

6.3.1 Modifying the Opening Balance

The first modification you will probably need to make is to the first entry that is
always displayed for a new cash account. This entry has no value for To or From  and
is posted to the Account  Cash and  Category Opening Balance  . The default
Actual  and Budget  amounts are  0.00.   
To modify a transaction, perform the following steps:

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

2. To move the transaction to a different date, either enter the new 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 it is to, enter the new detail in
the To or From  field.

4. To move the transaction to a different transaction account, select the new
account from the Account  combination box.

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

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

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

8. To modify an actual amount, enter the new amount in the Actual Amount
field.

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

6.4 Deleting Transactions

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

� If the transaction is never to be reconciled, for example, if you decide to
completely abandon a future purchase which you  have previously entered it as
a budget item.

� The transactions become too old to have any bearing on your current budget,
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income and expense disposition, cash flow or cash account reconciliation.
Deleting old transactions is described in the section Deleting Legacy
Transactions.

6.4.1 Deleting Transactions

1. From the Transaction Summary  table, select one or more transactions to
delete by checking each transactions function checkbox.

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

To abandon the deletion, click the No button.  
To confirm the deletion, click the Yes button. A message is displayed to
confirm the successful deletion. The  deleted transactions are removed from
the transaction summary table. 

6.4.2 Deleting Legacy Transactions

Deleting legacy transactions involves deleting the transactions that cease to have any
relevance to your immediate past or future finances, and modifying the first
transaction which is usually the Cash account Opening balance  category.

1. From the Transaction Summary  table, select the transactions to delete by
checking each transactions function checkbox.

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

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

To abandon the deletion, click the No button.  
To confirm the deletion, click the Yes button. A message is displayed to
confirm the successful deletion. The  deleted transactions are removed from
the transaction summary table. 

3. Select the Opening balance  transaction. The details of the transaction are
displayed in the Transaction Detail  panel.

6.5 The Cash Account Panel 

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

6.5.1 Managing Transfers

Sometimes you may need to post a transaction that you have already posted to one
account to an additional account. Here are a number of situations where you might
need to do this:

� When you pay your credit card account by drawing the amount from another
account, usually your bank account. For detailed information, see Managing a
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Credit or Charge Card Payment.
� Where you have a regular savings plan and you credit the savings account by

drawing the amount from another account, usually your bank account.  For
detailed information, see Posting to a Savings Amount.

� Where you move an amount from one account to another account, for example
if you withdraw an amount from a savings account and use it to credit your
bank account.  For detailed information, see Making an Intra Account Transfer.

6.5.1.1 Managing a Credit or Charge Card Payment

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

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

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

To enter a credit or charge card payment, perform the following procedure:
1. Open the Transaction Manager .
2. Select the cash account that services your card payments. If your account is not

displayed, go to  the Cash Account  panel, accounts combination box, and
select the account. 

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

In the Date field, enter the transaction due date.
In the To or From  field, enter the name of your card company.
From the Account combination box, select Cash.
From the Category  combination box, select Credit Card payment  or
Charge Card payment .
Make sure the Credit  radio button is selected.

4. If you are budgeting the card payment for a future date, enter a budgeted in the
Budget Amount  field. If you are entering an actual amount that has already
been paid, enter the amount in the Actual Amount field. 

5. Click the Save button. The Transaction Summary  table is updated with the
transaction.

The following example illustrates how the previous steps would be reflected in the
Transaction Summary  for the bank account:

Meridian Credit Card
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To post the transaction to the bank account that services the credit or charge card
account, perform the following steps:

1. In the Transaction Summary  table, locate the card payment transaction you
just entered and tick the function checkbox ƒ for the transaction.

2. In the  Account panel, click the Transfer  push button. The Transfer  dialog
box is opened.

3. From the Post to Account  combination box, select the bank account to debit.
4. Click the OK button. A Post to <account>  message box is opened to confirm

the transaction. 
5. Click the message box OK button. The transaction is posted.

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

The following example illustrates how the previous steps would be reflected in the
Transaction Summary  for the Card account:

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

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

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

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

To enter a savings amount, perform the following procedure:
1. Open the Transaction Manager .
2. Select the bank account that services savings account. If your bank account is

not displayed, go to  the Link to Account  panel, accounts combination box,
and select the bank account. 

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

In the Date field, enter the transaction due date.
In the To or From  field, enter the name of  your savings account.
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From the Account combination box, select Financial .
From the Category  combination box, select Savings .
Make sure the Debit  radio button is selected.

4. If you are budgeting the savings for a future date, enter a budgeted in the
Budget Amount  field. If you are entering an actual amount that has already
been saved, enter the amount in the Actual Amount field. 

5. Click the Save button. The Transaction Summary  table is updated with the
transaction.

The following example illustrates how the previous steps would be reflected in the
Transaction Summary  for the bank account:
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To post the transaction to the credit or charge card payments, perform the following
steps:

1. In the Transaction Summary  table, locate the card payment transaction you
just entered and tick the function checkbox ƒ for the transaction.

2. In the Link to Account panel, click the Transfer  push button. The Transfer
dialog box is opened.

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

4. Click the OK button. A Post to <account>  message box is opened to confirm
the transaction. 

5. Click the message box OK button. The transaction is posted.

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

The following example illustrates how the previous steps would be reflected in the
Transaction Summary  for the savings account:

�����	
����

�	�� ���������� ����
�� �	������ ���
�� �
�����	�

���������� /���/�+ ���
	
 ���
�
����
�
�1
� ����� �(���(

���������� #���
)��*��+,
�-��
������

��� '����.
� ����� ������

���������	
��� 
���	�������������
		���
���
���� ���
 �!��� ���



 
USER GUIDE

6.5.1.3 Making an Intra Account Transfer

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

In the savings account, the balance is reduced by the amount of the withdrawal and in
the current account, the balance is increased by the amount of the transfer.

To make an intra account transfer, perform the following procedure:
1. Open the Transaction Manager .
2. Select the cash account that you are going to make the withdrawal from.  The

transactions associated with that account are displayed in the Transaction
Summary  table. 

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

In the Date field, enter the transaction due date.
In the To or From  field, enter the name of the cash account that is going
to receive the transfer.
From the Account combination box, select Cash.
From the Category  combination box, select Cash withdrawal .
Make sure the Debit  radio button is selected.

4. If you are budgeting the transfer for a future date, enter a budgeted in the
Budget Amount  field. If you are entering an actual amount that has already
been transferred, enter the amount in the Actual Amount field.  

5. Click the Save button. The Transaction Summary  table is updated with the
transaction.

The following example illustrates how the previous steps would be reflected in the
Transaction Summary  for a savings account that an amount has been withdrawn
from:
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To transfer the transaction to the other account, perform the following steps:
1. In the Transaction Summary  table, locate the Cash withdrawal

transaction you just entered and tick the function checkbox ƒ for the
transaction.

2. In the Link to Account panel, click the Transfer  push button. The Transfer
dialog box is opened.

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

5. Click the message box OK button. The transaction is posted.

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

The following example illustrates how the previous steps would be reflected in the
Transaction Summary  for the other account:
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6.5.2 Selecting a Different Cash Account

To select a different cash account,perform the following step:
1. From the Cash Account  panel, cash account combination box, select a

different cash account. The following fields and tables are repopulated with the
new account attributes:

The Transaction Summary panel refreshes the transaction summary table
with all the transactions from the cash account you selected
The Cash Account  panel is refreshed with the dates and amounts of the
cash account Projected final balance , Minimum balance  and Maximum
balance .

6.5.3 Getting a Cash Flow Snapshot

You do not need to perform any additional tasks to show a particular cash account
cash flow. The minimum, maximum and final cash balances are automatically
updated when you enter or modify transactions. The cash flow snapshot feature is
described in the section Cash Flow.
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7 Using the Report Manager
This  chapter  describes  how to  use  the  Report  Manager  to  display and  print
reports. You open the Report Manager from the main menu by clicking the Report
Manager button from the Main Menu or the Quick-Switch tool bar.

7.1 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 transaction accounts or
all transaction accounts as the subject of certain reports.  

� Categories  panel: Where applicable, lets you create a report for selected
transaction account categories.  

� Period  panel. Lets you specify the report period.
� Report  View panel. Displays the report and gives you the option of printing the

report as an Excel document.

7.2 Viewing and Printing Reports

The Report  View  panel consists of the following components:
� Forward and Back buttons: The forward and back buttons are activated and

displayed in blue if you have selected multiple accounts for your report. The
buttons let you move through the accounts that you are generating reports for.
The Report table is populated with the data for each account as you move
through the accounts.

Note: The Consolidated Cash Flow and Reconciliation Report only
display information for one account, so the forward and back buttons are
not activated for these report types.

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

� Online Report Table: The online report table is populated with information
specific to the type of report you select. Examples of the different online
reports are shown in the following sections.

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

7.3 Selecting Accounts and Categories
You can produce reports for individual cash accounts or a consolidated report of
all  cash  accounts.  The  consolidated  report  is  probably  the  most  useful  as it
provides a complete analysis of all income and expenditure. 

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

Select Cash Account

1. Do you want to select a report for a selected cash account or for all cash
accounts?

All Accounts: In the Select Accounts  panel, accept the default value All
displayed in the Cash Account  combination box. Go to step 2.
Selected Account: From the Select Accounts  panel, Cash Account
combination box, select the account that you want to analyze. 

Select Transaction Account

2. Do you want to analyze all transaction accounts or just a selected account?

All accounts: Accept the default value All  displayed in the Transaction
Account  combination box. Go to step 4.
Selected Account:  From the Select Accounts  panel, Transaction
Account  combination box, select the  account you want to analyze. The
categories belonging to the account are displayed in the Categories  table.

Select Categories

3. From the Categories table, select one or more categories to report. 

Note: To select more than one category, keep the shift key depressed
while clicking on the category to select.

4.  Go to the section Selecting 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 Comparison report 
� Reconciliation Report

7.4.1 Budget and Actual Comparison

The online Budget and Actual Comparison report  is shown in figure 7. 
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Figure 7: Budget and Actual Comparison

The report compares all actual and budgeted income and expenditure for the accounts
you select. You may select individual accounts or All  accounts. 

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

Note: For the report to be completely accurate, you should not have any unreconciled
budgeted amounts in the reporting period. You should be able to reconcile historical
transactions from such documents as credit card statements, bank statements, sales
receipts, dividend notices, salary advices, etcetera. If you proceed with the report and
wish to include unreconciled budget amounts, the PFO will use the budget amount
instead of the actual amount in generating the report. The actual amount remains at
zero until you reconcile the budget amount. If you are unable to reconcile the
amounts, the report is affected in the following ways:

� Categories that include unreconciled amounts will be displayed in red, for
example: Electricity.

� The Difference  and %Diff  between the budgeted and actual amounts is always
shown as 0.00.

For additional information about budgeting, see the section Analyzing Budgeted and
Actual Expenditure.

To create a Budget and Actual Comparison report, perform the following steps:
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Select Report Type

1. From the Select Report Type  panel, click the radio button Historic Income
and Expenditure .

Select Transaction Account

2. Do you want to analyze all transaction accounts or just a selected account?

All accounts: Accept the default value All  displayed in the Transaction
Account  combination box. Go to step 4.
Selected Account:  From the Select Accounts  panel, Transaction
Account  combination box, select the  account you want to analyze. The
categories belonging to the account are displayed in the Categories  table.

Select Categories

3. From the Categories table, select one or more categories to report. 

Note: To select more than one category, keep the shift key depressed
while clicking on the category to select.

Select Reporting Period

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

5. In the To field, enter, or accept the default date, for the end of the reporting
period. The default date is todays date. 

6. Click the Go button.
7. Is the Unreconciled Transactions dialog box displayed?

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

Reconcile Transactions

8. In the List of Unreconciled Transactions  panel, select the first unreconciled
transaction. The budget amount for the transaction is displayed 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 the Actual amount  field, enter the actual amount for this transaction.
10.Click the Save button. The unreconciled transaction is removed from the List

of Unreconciled Transactions .

11.Are there any unreconciled transactions remaining in the List of Unreconciled
Transactions ?

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

View Results

12.In step 2, did you select All  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 backwards through the
accounts using the blue arrowed previous and next buttons.

Print Report

14.Click the Print  button. An Excel spreadsheet will be prepared and opened on
your desktop. You can save or print the report by using the Excel File  menu
Save as..  and Print  options. An example of the Excel report is shown in Table
5, Budgeted and Actual Comparison report .

7.4.2 Consolidated Cash Flow

An example of a Consolidated Cash Flow report is shown in figure 8.

Figure 8: Online Consolidate Cash Flow report

When you select Consolidated Cash Flow the report period is set between the
following dates by default:

� The From  date field is populated with today's date
� The To date field is populated with the date of the last budgeted transaction that

you entered using the TM.  

For additional information about how the PFO supports cash flow analysis, see the
section Cash Flow.

To produce a Consolidated Cash Flown report perform the following steps:

Select Report Type

1. From the Select Report Type  panel, click the radio button Consolidated
Cash Flow .

Select Reporting Period

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

3. In the To field, enter accept the default date, that is, the date that the last
transaction you have entered, or enter a different end date of the reporting
period.  

4. Click the Go button. The report is displayed in the Report  panel.

Print Report

5. Click the Print  button. An Excel spreadsheet will be prepared and opened on
your desktop. You can save or print the report by using the Excel File  menu
Save as..  and Print  options.

���������	
��� 
���	�������������
		���
���
���� ���
 ����� ���



 
USER GUIDE

7.4.3 Income and Expense Disposition

Figure 9 shows an example of an Income and Expenditure Disposition report:

Figure 9: Income and Expenditure Disposition report

When you select the  Income and Expenditure Disposition report, the report period is
set between the following dates by default:

� The From  date field is populated with the date of the oldest transaction in your
PFO.

� The To date field is populated with today's date.  

For additional information about how the PFO supports cash flow analysis, see the
section Analyzing Historic Expenditure and Income. To produce an  Income and
Expenditure Disposition report perform the following steps:

Select Report Type

1. From the Select Report Type  panel, click the radio button Income and
Expenditure Disposition .

Select Reporting Period

2. In the Period  panel, From  field, enter the start date of the reporting period.  
3. In the To field, enter the end date of the reporting period.  
4. Click the Go button. The report is displayed in the Report  panel.

Print Report

5. Click the Print  button. An Excel spreadsheet will be prepared and opened on
your desktop. You can save or print the report by using the Excel File  menu
Save as..  and Print  options.

7.4.4 Reconciliation Report

Figure 10 shows an example of a Reconciliation Report report:

Figure 10: Income and Expenditure Disposition report
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For additional information about how the PFO supports cash flow analysis, see the
section Reconciliation. To produce a Reconciliation Report perform the following
steps:

Select Report Type

1. From the Select Report Type  panel, click the radio button Historic Income
and Expenditure .

Select Cash Account

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

Select Reporting Period

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

4. In the To field, enter the end date of the reporting period. This date should
coincide with the end date of the statement that you wish to reconcile.   

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

Print Report

6. Click the Print  button. An Excel spreadsheet will be prepared and opened on
your desktop. You can save or print the report by using the Excel File  menu
Save as..  and Print  options.
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 A Accounts and Categories

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

These are the accounts and categories delivered with the PFO:

 A.1  Cash Account 

Categories
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Note: The PFO is delivered with a single cash account called Main Account  and is
set as the default cash account. The account has a single transaction called Opening
balance . The budget and actual amounts are set to 0.00 . You should replace the
account name with the name of your actual account and modify the actual amount so
that it shows the opening balance for your account.

 A.2  Dependants

Categories
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 A.3  Entertainment and Leisure

Categories
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 A.4  Financial

Categories
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Categories
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 A.5  Food and Provisions

Description
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 A.6  Health

Categories
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 A.7  Household Expenditures

Categories
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Categories
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 A.8  Income

Categories
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 A.9  Miscellaneous

Categories
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 A.10  Motoring and Transport

Categories
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 A.11  Savings & Investments

Categories

&/�/�)� /�(�

6� 
����/	��*


�
�������)���

-������

-��	
�

���������	
��� 
���	�������������
		���
���
���� ���
 ����� ���


