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System Requirements and I nstallation

You need a Mac computer running version 7.1 or later of the
MacOS operating system. The program requires about 1 megabyte
of memory when you first start using it, more may be required as
you build up transaction records over time. Normally you should
not require more than 3 - 4 megabytes of memory. Hard disk space
is about the same. The “Budget” files may be placed anywhere on
your hard drive. Make a copy of the applications and sample
budget files for backup.
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Concept

The Budget program is based on asimple model. Itisas
sumed that people are paid periodically, either monthly, semi-
monthly, bi-weekly, or weekly. Portions of each pay need to be
alocated to pay monthly bills (i.e. the mortgage, groceries, etc).
Funds |eft over are available to be used in any way desired.
Amounts needed to pay bills are defined so that as each bill isdue
funds are present to make payments. A simpleillustrationisa
method of maintaining a budget prior to the advent of computers:
The check was cashed and money distributed amongst envelopes
marked with the name of the bill, i.e. electricity, food, rent, etc.
Any remaining amount was used “as needed”. At the end of the
month when a bill came due the funds in the correct envelope were
used to pay thebill. It was a simple but effective way of insuring
that funds were available and a budget was maintained.

The Budget program follows the above model. You tell the
program who the payers are, and how much they get paid and how
often. You then create the envelopes (called accounts) and specify
how much from each pay isto be placed in the accounts for each
payday. When you get paid you enter the pay and the proper
amount is placed in each account, if thereisany left over itis
placed in predefined account called “available” When bills need to
be paid you go to the account and write the check from the fundsin
the account. Itslike having a checkbook for each account. The
program really only has one checkbook and you aways know how
much you have in the checkbook. However, for each account you
can track how much money is being spent against the amount of
money budgeted from each pay. You can aso make a deposit
directly to each account. Sometimes you receive money such asa
insurance refund which you might want to deposit directly into
your “medical” account.
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Sometimes there may not be enough fundsin an account. |If
thisisthe case and you try to write a check the program will ask if
you want to move money from the “available” account to cover the
check. Infact you can move money (transfer) between any ac-
count. Money placed into an account from your pay or directly
deposited to an account is considered to be budgeted funds.

Money transferred from another account is considered to be
unbudgeted funds. Therefore, you can alwaystell if you are
keeping to your budget - the main point of the program.

The Budget program provides features that assist you in
maintaining a budget. Unlike other financial management pro-
grams that tell you where you spent your money after its been
spent, this program allows you to define how much money you
want to spend in a particular area and then helps you to keep
within the amount you specified. It provides features that help
balance your checkbook and track taxable item. It hasasimple
method to track and report on any investments you may have.

The program allows you to specify up to 25 main accounts
and each main account can have up to 6 additional sub-accounts
giving atotal of 175 budget accounts. It also provides for 25
investment accounts for agrand total of 200 accounts. The pro-
gram also automatically creates one additional account called
“Available’ which provides flexibility in managing your budget.
In effect you have control over each of these accounts in much the
same way that you have control over your checkbook today and
you will be able to see at a glance how much money isin each.

The budget program also has a powerful search function that
allow you to find any entry. It has a note system that allows you to
record additional information about each account. It also provides
sub accounts that provide the ability to group like accounts. For
example you can have main accounts for “Electric”, “Phone”, and
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“Water”; or you could have one main account “Utilities” with
“Electric”, “Phone”, and “Water” as sub accounts to the “ Utilities”
account.

Accounts may aso be defined as “ Savings’ accounts. This
provides a means of tracking the amount you have in savingsin the
same manner as you track the amount of funds you have in your
checkbook. Savings accounts follow the same “model”, its just
another envelope with “ Savings’ marked on the outside, similar to
having two accounts at the bank; one for your checkbook and one
for your savings. The only real difference between the savings
accounts and the checkbook accounts is that the amount shown in
the savings accountsis NOT part of the total shown in the check-
book. You can transfer money between the savings accounts and
the checkbook accounts.

The program will also print the check information on your
checks on most printers. It even provides a meansto print your
signature on the check. Handling credit cardsis also supported by
the program in avery simple and intuitive way. You will aways
be assured that you will have enough funds to pay the credit card
bill if you keep within your budget. Each and every transaction
entered is recorded by the program in a“History” record allowing
you to review what transactions have been made and when they
were made. So lets get started setting up our new budget program.

Backups

Remember, thisisyour financial data, ALWAY S MAKE
COPIES OF YOUR DATA FILE FOR BACKUP. Develop your
own strategy and stick with it. One method is to save a copy of
your budget data file each month just after you balance your
checkbook. That way you will always have avalid starting point if
something should go wrong during the month.
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Standard Data Entry

The program provides for simplified entry. Amounts can be
entered with or without the proceeding dollar sign ($) or commas
(,)- Example: an entry of 1000 is the same as entering $1,000.00.
You must use the decimal (.) to indicate cents. The program also
provides a ssmple manner for date entry in the form of mm/dd/yy.
Example: 9/6 would be Sept. 6th. of the current year or just 6
would be the 6th of the current month and year. Defaults are
always used where appropriate. When executing a transaction, the
fields arefilled in with the information from the previous transac-
tion written in that account. This provides a very simple means of
writing recurring checks. (1.E. the mortgage check normally
doesn’'t change).

Working With Variable Pay’s

The Budget program is based on pays that are the same
amount from payday to payday. However, the Budget program can
also work with pays that change from payday to payday. Handling
variable pays can be done in either of two methods.

First, you can setup your accounts the same way you would
for an unchanging pay. Then as you receive each pay check
change the amount in the Pay Setup Dialog. If this pay check has
more money than you have allocated to your accounts the excess
will be deposited to the “Available’ account. If this pay has less
then what is needed to cover al the accounts will be subtracted
from the “ Available” account.

Second, you can simply define your accounts. Then use the
Variable Pay Diaog to dynamically distribute your pay to the
accounts. Variable pay entry does not use the information in the
account setup. See the “Variable Pays’ section for more details.
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Getting Started

Thisisaquick means of getting started with the budget
program for those who don’t like to spend alot of time reading
documentation. It is strongly recommended that you read the
concept section before you start. You may follow the instructions
below to create a new budget or open the “Sample Budget File’
and modify it to meet your needs. Refer to each section in this
manual for more detailed instructions.

1
2
3

4

5

7

Double click on the application icon to start the program.
Select NEW from the FIL E menu.

Enter your pay source, amount of pay, how often you are
paid, and starting check number in the dialog (The starting
check number is the next check in your checkbook). Click
OK. Seethe*®Pay Setup”’ section for more details.

Place the cursor in an empty account box, hold the cmd key
and double click to create a new account.

Enter the account name and amount to add to this account
from each pay. Thisisthe budget amount. Click OK.
Repeat this step for al your new accounts. See* Creating
New Accounts’ section for more details.

Hold the option key and double click inthe AVAILABLE
account box. In the deposit dialog box enter “From old
checkbook balance” in the “From” field. Enter the current
amount in your checkbook in the “Amount” field. Enter
“Start up” inthe“For” field. Click OK. Seethe*Making
adeposit” section for more details.

To distribute money that isin your checkbook (whichis
all in the avail able account) to your new accounts, click
and drag from the AVAIL ABL E account to one of the new
accounts you created in step 5. Enter the amount to transfer
in the “Amount” field, and “Start up” in the “For” field.
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Repeat this step until you have the proper amount in each
of your new accounts. Seethe “Transfer of Funds’ section
for more details.

8 Doubleclick inthe CHECKBOOK box and enter the
same amount you deposited into the available account in
step 7 inthe STATEMENT box. Click once on the amount
in the deposit list (Ieft side of dialog) to mark it, thiswill
balance your checkbook (the balance bar islevel and the
balance amount is $0.00. Click BALANCE. Seethe
“Balance the Checkbook” section for more details.

9 You can change information in either the pay information
or the account information at any time by selecting either
the checkbook box or an account box and clicking on the
INFO button.

Click the SAVE button to save your work.

The budget is now set up with your current balance distrib-

uted between al your accounts. When your pay day arrives simply
click on the PAY button to have your pay placed in each account as
you defined when you created the accounts. Double click on an
account to write a check or hold the option key and double click to
make a deposit. Click and drag to transfer funds.

Note: It isassumed that you and the bank agree on the

current amount in your checkbook for you to be able to start
balancing your checkbook using this program. Your checkbook
may not balance until AL L outstanding checks reflected in the
starting amount have cleared the bank.
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Starting with the Sample Budget

A sample budget file is avail able as a means of helping you
get started creating your own budget. It has two pay sources
defined oneis paid bi-weekly the other Semi-Monthly. There are
also anumber of “standard” accounts defined. You should review
this sample to see how the pay setup and the accounts are defined.
Information on how to modify the sample budget is provided
below.

1 Double click on the sample budget to start the program.

2 Click onthe INFO button to bring up the source dialog.
Change the name of the source and the amount to reflect
your pay information.

3 Select each account and then click the INFO button to
bring up the account dialog. Change any information.

4 Tell the program how much money you currently havein
your checkbook by following the steps 6, 7 and 8 of the
“getting started” section.

5 You can now enter your pay(s), make deposits, write
checks, or transfer money between accounts.

6 Save your work when your done by clicking on the SAVE
button.

To create a new account select an empty account box on the
main window. Click the NEW button or from the ACCOUNTS
pull down menu select NEW ACCOUNT thiswill place the new
account in the account box you selected. Simply clicking on the
NEW button without selecting an account box will place the new
account in the next empty account box. See the “Creating New
Accounts” section for more details.
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Saving Changes

Changes (transactions etc.) made during your working session
are only made in memory. This means that until you save your
work the changes you have made are not written to your hard disk.
If you attempt to quit the program or close the budget file you are
working with you will see the save dialog. Click “Yes, saveit.” to
write the data to the disk and save your work. Click “No, don’'t
saveit.” to return to the same data you had when you started the
program. Click “Cancel” to return to the main menu.

Click the SAVE button or from the FIL E pull down menu
select SAVE or SAVE AS to save your changes at any time. You
will see the standard Apple save dialog boxes if you decide to save
thefile.
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Save Dialog Box

Don't save, Return to Save changes
then quit. program. to disk then quit
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Functions

Functions may be executed in a number of ways (Menu'’s,
buttons, and keyboard shortcuts. The pull down menu’s provide
most of the program functionality required and are describe here.

File Menu:
New -
Open -
Close -
Save -
SaveAs-

Archive -

Export History -
Check Setup -
Page Setup -
Print Report -
Print Check -
Quit -

Edit Menu:
Undo -
Cut -
Copy -
Paste -
Clear -
Preferences -
International -

Create a new budget file.

Open an existing budget file.

Close the current open budget file.

Saves the current budget file to the disk.
Allows you to change the name and where
to savethefile to the disk.

Saves old history recordsto adisk file and
deletes them from the program file.

Saves history recordsto adisk file.

Sets up where to print the check data.

The standard page set up dialog.

Print a budget or investment report.

Prints the selected check.

Quit the budget program.

Undo the selected item.

Deletes the selected data and saves to clipboard.
Copies the selected data to the clipboard.
Pastes the data on the clipboard in the field.
Deletes the selected data. (Delete key).
Select font colors and warnings.

Set currency and date formats
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Accounts Menu:
Find -
Find Next -
New Account -

Find the string starting at the beginning.
Find the string starting at the last one.
Define a new account.

Move Account - Move the account to another position.

Delete Account -

Balance -
Create Note -
Show Note -

Transactions Menu:
Check -
Debhit -
Deposit -
Transfer -
Enter Pay -
Variable Pay -
Buy Shares -
Sell Shares -
Update PPS -

Display Menu:
Pay Info -
Account -
History -
Statistics -
Sub Category -

Deletes the selected account.
Balance your checkbook.
Create an account note.
Displays an account note.

Write a check.

Use a debit card.

Enter a deposit.

Move funds between accounts.
Enter your regular pay.

Enter avariable pay.

Purchase shares.

Sell shares.

Update the current price per share.

Show or change the source information.
Show or change the account information.
Show the selected accounts history window.
Show the selected accounts statistics data.
Give the sub accounts a category name.

Savings Calculator - Compute savings and interest over time.

Window Menu:
Budget -
Investment -
Reminder -
Calander -

Switch to budget. (Default)
Switch to investments.

Displays reminder window.
Displays calander window.
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Budget Buttons

Buttons provide a simple way to access most budget functions.

EEL e
CHECE

Write a check

Make a deposit

Transfer funds

Balance checkbook

Create a new account

Enter your pay

Get account statistics

Save budget file

Open history window

Get account information

Undo atransaction

Print a check
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Budget Buttons (Cont.)

s
EE@HD Set Reminder

5@1 Edit Transactions
BLM

Buy Shares
SELL Sell Shares

F"F"g Update Share Price

Keyboard Shortcuts

To execute keyboard shortcuts hold down the Command Key
(#) and press the corresponding letter key.

#N - New budget. 3F - Find.

#0-  Open budget. #G-  Findagain.

#W - Close budget. #B-  Balance checkbook.
H#S- Save budget. 3K - Write check.

HP- Print check. H#D - Enter deposit.

#HQ - Quit program. HT - Transfer funds.

#U-  Undo. Y - Enter pay.

HX - Cut text. 3 - Account information.
HC- Copy text. FH - History information.

HV - Paste text.
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Mouse Actions

Clicksin account boxes can also access program functions.

Single click Select

Shift single click Multiple Select (Total)

Double click Write check (normal action) -or-
Open sub account window -or-
Update Price Per Share (PPS)

Option double click Enter deposit (normal action) -or-
Open sub account -or-

Buy shares
Cmd double click Create new account
Ctrl double click Open account history window
Click and drag Transfer funds
Cmd click drag Move account

Clicksin the balance window can access program fucntions
Single click Mark with an “X”

Shift Single click Display transcation information
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Clicksin the checkbook box can access program fucntions.

Single click Select
Shift single click N/A
Double click Open balance window

Option double click Enter multiple deposit

Clicksin the History window can access program fucntions.

Single click
On Transfer record  Mark with an “X”
Other transactions Select item

Shift single click Transaction Information Dialog
Option single click Set Reminder

Cmd single click Transaction Editor

Double click Print
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History Window

History windows contain all the account transaction records.
To access a history window select the account on the main window
and from the DISPL AY pull down menu select HISTORY .

History window items can be either one or two lines. A pay
or transfer isoneline. A check or deposit istwo lines. Two line
entries may be displayed as one by clicking its expansion triangle
on the left side of the window. All two line items can be expanded
or closed by clicking the expansion triangle in the header. Clicking
on acheck, deposit, or pay record selects the record. Clicking on a
transfer record selectsit and marksit with an “X”. Placing an X
on atransfer records is useful when managing credit card accounts.
See the “Handling Credit Cards” section for more details. A shift
click on any item will bring up the “Transaction Dialog”

Undoing a Transaction

Checks, deposits, and pay entries may be undone if they have
not yet been balanced. To undo atransaction click once in the
history window to hilite the item to be undone then click the
UNDO button. Note: All history window log records are update
with the “undone” icon to reflect that the transaction was undone
except for the log record in the checkbook history window.

Printing a Check

Checks may be printed by selecting the check to print and
clicking on the PRINT button. Seethe “Printing Checks’ section
for more details on how to setup the budget program to print
checks.
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History Window
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Pay Setup

The pay setup is done when a new budget is being created for
the first time or whenever you want to add, delete or change a pay
source from the budget.

To open the user pay setup from the DISPLAY pull down
menu select PAY INFO, or click the INFO button on the main
window with nothing selected.

1) Enter the name of the first pay source in the first unused
box in the top row of the dialog box. Pay source names can be up
to 15 characters but normally all that is needed is either your first
name or the name of your employer.

2) Below the pay source enter the amount of each pay (net).

3) For each pay source select the frequency: (“Bi-Weekly” is
every other week, (“Semi-Monthly” istwice a month). For
“weekly” there are 4 months of the year that will have 5 pays
instead of the normal 4 and for “Bi-Weekly” there are 2 months
that will have 3 paysinstead of the normal 2. The extra pays could
be allocated to pay bills that are due semi-annually or yearly.

4) In the “Next Check #” field enter the check number of the
next blank check in your checkbook. The program increments this
number for each check you write.

5) When you have all the information entered click the OK
button to complete the action, exit the dialog and go to the main
window.

Example: You work for IBM and they pay you $1200 twice a
month. Enter “IBM” in the source field, $1200.00 directly below it
in the amount field and click on the “ Semi Monthly button”.
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Pay Setup Dialog Box

Pay source Net pay
(step 1) amount (step 2)

Click hereto
Pay Frequency  Sarting check cancel the  Click here to complete
(step 3) number (step4)  transaction thetransaction (step 5)

Step

1. Enter the source of the pay.

2. Enter the amount of each pay check (net).

3. Enter how often you get paid.

4. Enter the number of your next check.

5. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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Creating New Accounts

Creating new accounts can be done at any time. Accounts are
used to budget portions of your pay. Thisalowsyou to seeif there
are enough funds in the account to meet financial obligations.

To create a new account select an empty account box on the
main window. Click the NEW button or from the ACCOUNTS
pull down menu select NEW ACCOUNT.

1) Enter the name of the new account in the field provided.
Account names can be up to 15 characters in length and may
contain spacesasin “New York Times’ or “Power Company”.

2) For each pay source enter the amount of each pay to be
added to the account.

3) Check the savings box if you want this account to be
handled as a savings account vs. a checkbook account. Thisfield
is optional, for more information see the savings account section.

4) When you have all the information entered click the OK
button to comple the action, exit the dialog and return to the main
window.

Example: Assume that in the PAY SETUP you entered the
source “IBM” with an amount of $1000.00, and that you checked
the Semi-Monthly radio button. The account dialog would look
like the one on the next page. In the top box you enter MORT-
GAGE and if your mortgage payment was $1200.00 per month
you might put $600 next to PAY 1 and $600 next to PAY 2. This
tells the program to move $600 from each pay and add it to the
mortgage account. At the end of the month you would have atotal
of $1200.00 in the account and be able to pay the mortgage bill.
(See also the section on executing pay’s)
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New Account Dialog Box

New account Check for savings

name (step 1) ccount (step 3)
;mnu‘ Dialog %E
[ ]

Amount to add to thisaccount for  Click hereto  Click here to complete
each pay of the month (step 2) cancel the the transaction (step 4)
transaction

Step
1. Enter an account name.
2. For each pay source enter the portion of each pay check to
be added to the account.
3. Check if you want account handled as savings (Optional).
4. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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Making a Deposit

You can make deposits to any account. You may have defined
an account “Medical” into which you might want to deposit any
insurance refunds.

To select the account that will receive the deposit click on an
existing account on the main window. Click the DEPOSIT button
or fromthe TRANSACTION pull down menu select DEPOSIT.

The DEPOSIT DIALOG BOX displays the checkbook
balance in the checkbook box in the upper left corner, and the
selected account box in the upper right corner.

1) Enter source of the fundsin the RECEIVED FROM field.
Thisfield can be up to 63 charactersin length.

2) Enter the amount of the depositin the AMOUNT field.

3) Enter any additional information desired in the FOR field.
Thisfield is optional and may be up to 31 charactersin length.

4) The program places the current date in the DATE field.
You may changethisif desired.

5) When you have all the information entered click the OK
button to complete the transaction, exit the dialog and return to the
main window.

Example: You receive amedical insurance payment from
BlueCross BlueShield of $49.27. In the“Received from” field you
would enter “BlueCross BlueShield” and in the “ Amount field”
you enter “$49.27”. The“For” field might be “ Dental payment”.
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Deposit Dialog Box

Checkbook Datefield Current amount in
balance (step 4) this account
| .
I_I I_‘
RR 1]

R=cewered frmm

b (10 | | 50,00 |

For field, Amount of the
(step 3) deposit (step 2)
Source of the Click here to cancel Click here to complete
deposit (step 1) the transaction the transaction (step 5)
Step

1. Enter source of the deposit.

2. Enter the amount of the deposit.

3. Enter the reason for the deposit (Optional).

4. Change the date if necessary.

5. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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Writing a Check or Debit

You can write a check from any account. You may have an account
“Mortgage” and want to write a payment check to the mortgage company.

To write acheck or debit select an existing account on the main
window. Click the CHECK button or from the TRANSACTION pull
down menu select CHECK.

The CHECK/DEBIT DIALOG BOX displays the checkbook
balance in the checkbook box in the upper left, and the available account
box and the selected account box in the upper right.

1) Enter the check payeein the PAY TO THE ORDER OF field
Thisfield can be up to 63 characters in length.

2) Enter the amount of the check or debit inthe AMOUNT field.

3) Enter any additiona information desired in the FOR field. This
field isoptional and may be up to 31 charactersin length.

4) For checks enter any information you want printed on the check in
the MEMO field. Thisfield isoptional and may be up to 31 characters.

5-7) The program places the next check number in the CHECK #
field (Checks only) and the date in the DATE field. You may change
these. Also check the checkbox if the item istax deductable.

8) When you have all the information entered click the OK button to
complete the transaction, exit the dialog and return to the main menu. The
PRINT button works the same as the OK but also sends the check to the
printer to be printed. Seethe “Printing Check” section for more details.

Example: Yow want to write a check to your Mortgage Co. for
$1200.00. You would enter “My Mortgage Co” in the “Pay to” field,
“$1200.00" in the “Amount” field and “Loan Payment” in the “For” field.
Since you want a check printed you would click on PRINT.
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Check Dialog Box
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ik

Py Be The Srder o

T [t vorce i
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= ﬂ
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wema; [lem e s I | Ilm':t[:..-“llm-

|

Popup For field Check if taxable Amount of the
Menu (step 3) item (step 7) check (step 2)

Check payee  Memofield,itis Clickhereto Click hereto Click hereto

(step 1)

O~NOOUTEAWNPE

printed on the complete the cancel the completethe
check (step4)  transaction AND transaction  transaction
print the check (step 8)

Steps

. Enter the payee.

. Enter the amount of the check or debit.

. Enter the reason for the check or debit (Optional).

. Enter amemo to print on check (Optional, Checks only).

. Change the check ident number if necessary (Checks only).
. Change the date if necessary.

. For tax deductable item click check box (Optional).

. Click on the OK button when everything is correct,

-or- click on Print to print the check (Checks only).
-or- click on Cancel to return without change.
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Transfer of Funds

You can easily move funds from one account to another.

To transfer funds select the “From” account in the main window by
clicking on an existing account, then select the, “To” account by holding
down the shift key and clicking on another existing account. Then from
the TRANSACTION pull down menu select TRANSFER. This
will bring up the Transfer Dialog Box.

1) Enter the amount to transfer in the AMOUNT field.

2) Enter any additional information desired in the FOR field. This
field isoptional and may be up to 31 charactersin length.

3) The program places the current date in the DATE field.
You may changethisif desired.

4) When you have al the information entered click the OK
button to complete the transaction, exit the dialog and return to the
main window.

Example: You want to $50.00 from your “Extra’ account to
your “Medical” account. Select the two accounts on the main
window and in the dialog box enter “$50.00”. Inthe FOR field
enter the reason for the transfer such as“Needed extrato pay bill”

Note 1. A simpleway to select the transfer source and desti-
nation accountsiswith “Drag and Drop”. Click and HOLD the
mouse button on the source account. Drag the mouse to the desti-
nation account and release.

Note 2: To repeat atransfer using the same source and desti-
nation accounts press the space bar.
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Transfer Dialog Box

“From’ Amount of the “To” Date field
account transfer (step 1) accpunt (step 3)
r B

Extra
SOnn

I
‘edical
0,00

Ampunt: | B6/01/31 |
For; | |
==
For field Click hereto Click hereto
(step 2) cancel the complete the
transaction transaction
(step 4)
Steps

1. Enter the amount to transfer.

2. Enter the reason for the transfer in the FOR field
(Optional).

3. Change the date if necessary.

4. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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“Available’ Transfer

The program automatically brings up the Available Transfer
Dialog Box whenever you attempt to take more funds out of an

account than currently exist. Thiswill happen either when writing a check
or when doing anormal transfer of funds.

1) The program automatically fillsin the AMOUNT field with the
shortage from the initia transaction (check or transfer). You may change
thisamount if you want to transfer any additional funds at thistime.

2) The program places the current date in the DATE field.
You may changethisif desired.

3) When you have al the information entered click the OK
button to complete the transaction, exit the dialog, and return to the
main window.

This dialog box differs from most other dialog boxes in that
there are two different methods for canceling the transaction. The
firstis“Cancel Entire Transaction”. If you click on this button the
preceding check or transfer (the action that got you here in the first
place) will be cancelled along with this transfer. If you click on the
“Cancel Available Transfer Only” then only this transaction will be
cancelled and the original transaction will be completed which
would cause the account to go negative.

Example: You tried to write a check for $200.00 from your
“Medical” account but the current balance in the “Medical” ac-
count was only $100.00. When you clicked on the OK button for
the check the Available Transfer Dialog Box was displayed with
$100.00 in the amount field and today’s date. 1f you now click on
OK $100.00 will be moved from the “Available” account to the
“Medical” account. Then the check action that you originally
started with will be completed. Thiswould then leave you with a
balance of $0.00 in the “Medical” account.
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“Available” Transfer Dialog Box

From account Amount of the To account Datefield
transfer (step 1) (step 2)
=
I [
Available = Zde-dical
£1,734.00 S0,

Transier: |55u.un | |I]5-.r[i1 A |

— Cancel Available Transfer Only |

[ Concel Entire Transaction |~ ” 0K ||

Click here to cancel Click heretocancel  Click hereto
the available the checkandthe  completethe
transfer only available transfer transaction
(step 3)

Step

1. Change the amount to transfer if necessary.

2. Change the date if necessary.

3. Click on the OK button when everything is correct,
-or- click on Cancel Available Transfer Only to cancel
the transfer and allow the account to go negative.

-or- click on Cancel Entire Transaction to return with
out change.
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Pay Entry

You can enter your pay at any time, HOWEVER, the date
determines the “pay of the month”. For “Bi-weekly” dates from
the first of the month to the fourteenth of the month are considered
the “first pay of the month” and dates from the fifteenth to twenty-
eighth day of the month are the “second pay of the month” and the
remaining days are the “third pay of the month”. For “Semi-
Monthly” thefirst of the month to the fifteenth of the month are
considered the “first pay of the month” and everything elseisthe
“second pay of the month”

To enter your pay click the PAY button or from the TRANS-
ACTION pull down menu select ENTER PAY.

The PAY DIALOG BOX displays the checkbook balancein
the checkbook box in the upper left corner, and the PAY CHECK
BOX and description for each source defined in the pay setup.

1) Change the date if desired.
2) Check the checkbox(s) for the pay(s) to be entered.

3) Click OK. The program will add the amount defined for
each account, for this pay day, to each account. Any remainder
will be added to the “available” account.

Example, if today’s date is 4/27/99 when you open the dialog
box this date is displayed in the date field. Assuming that you
defined the pay to be bi-weekly the check box information would
display “second pay of the month”. Changing the date to 4/12/99
would cause the program to distribute the funds according to the
definitions for the first pay of the month.
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Pay Dialog

Checkbook  Pay source Pay Pay date
balance (step 2) descrjption (step 1)
0 =
Ll ].J.hlﬂrﬂ'ﬂnﬂﬂllrﬂﬂll it (51,0000 |H’-'i!-l'!'!l
\ [ Joe's Pay's s=cand pay af the manth, (RIELD L
|l:-ln|.l I

Click hereto Click hereto

cancel the  completethe
transaction transaction

(step 3)

Step

1. Change the date if desired and click update.

2. Check the correct pay.

3. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.

Note: the “Pay Dialog” should be used whenever you have
single pays to deposit such as “ direct deposits’. Each pay checked
on this dialog shows up in the balance window as a separate item.
See the “Multiple Deposits’ section for entering multiple pays as a
single deposit.
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Variable Pay Entry

The variable pay dialog provides a method to input pay
checks that vary from pay day to pay day. This method isusedin
lieu of using the account setup dialog and the standard pay entry.
From the TRANSACTION pull down menu select VARIABLE
PAY.

1) Enter the total amount of the Pay in the PAY AMOUNT
field.

2) Next enter the source of the pay inthe PAY FROM field.

3) Select an account inthelist by clicking on it once. The
account will be displayed at the top of thelist.

4) Enter the amount to be deposited from this pay to this
account in the field to the right. Asyou enter the amount the
REMAINING amount changes to reflect what is left to be distrib-
uted and the amount in the list is aso updated. Continue selecting
and entering the amounts.

5) Change the date if desired.
6) Click OK. The program will add the amount defined for

each account, to each account. Any remainder will be added to the
“available’ account.
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Variable Pay Dialog

Pay Source Pay date Pay amount
(step 2) (Sep 5) (step 1)
Yariabie Pay Diglog =
Checkbook
$9,507.22 Pay Amount: 123456 _ |
Remaining: $334.56
Pay From:
i Consulting |
Entertain Iilﬂu.{'-'ﬂ
MMortgage $300.00
Trawvel $0L00
= Automobile
Hold S0.00
Gas $ 10000
Maintenance $0.00
PP Tax £0.00
Car Insurance £0L00
Grocery Sh i, Doid
Support 0,00
= Life Insurance
Hold H0.00
Frudential $0.00 | =
WAEPS, £0,00 [~
|
Select an account Click OK Enter amount
(step 3) (step 6) (step 4)
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Multiple Deposits

You can make multiple deposits to your checkbook. Thisis
useful when depositing a number of checks in the bank with one
deposit slip. The bank statement will reflect one deposit for the
total amount. Multiple deposits show up in the balance dialog as a
single deposit which allows you to easily find it when balancing
the checkbook. The multiple deposits dialog allows you to enter
your pay (assuming its acheck) along with any other depositsin a
single dialog entry.

To enter amultiple deposit select the checkbook account on
the main window then from the TRANSACTION pull down menu
select DEPOSIT.

The MULTIPLE DEPOSIT DIALOG BOX displaysthe
checkbook balance in the checkbook box in the upper left cornor
and the PAY CHECK BOX and description. It also provides for
deposits to accounts.

1) Change the date if desired.

2) Check the checkbox for the correct pay if thisis a pay
deposit. The pay of the month is determined by the date.

3) Enter any additional depositsinthe AMOUNT field.

4) Enter the source of the fundsin the FROM field.

5) Enter the account name to receive the deposit. If you want
to place the deposit in a sub account you must specify both the
category (or main account name) and the sub account name.

6) Enter the reason for the deposit in the FOR field.

5) When you have all the information entered click the OK
button to complete the action, exit the dialog and return.
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Multiple Deposits Dialog

Checkbook Pay source  Source of the For field Pay date
balanc (step 2) deposit (step4)  (step 6) (step 1)
T :
m \ [ 1. Py Pase's fiesd, pay ol th menth. (Se0) Eﬁ
1 Jne's frsi pay af il monin (S800.0E —F
Arssunl et |
ALrouml: :.'I-l.lu:l::l |Il-'|
Ampant: From:
Account Sl s | [ Fars]
Amgant: Fram; |
Account [ s i | [ o]
) (=)
Amount field  Account name Click hereto Click hereto
(step 3) field (step 5) cancel the  completethe
transaction transaction
(step 7)
Step
1. Change the date if desired and click update.
2. Check apay if desired.
3. Enter additional deposit amounts.
4. Enter the deposit source.
5. Enter the account name to get the deposit.
6. Enter the reason for the deposit (optional).
7. Click on the OK button when everything is correct,

-or- click on Cancel to return without change.
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Creating Notes

An account note may be used for avariety of reasons such as:
adescription of the account, reminders, or address of the check
payee. Budget accounts and Investment accounts can each have a
note. Notes can be up to 252 characters with a maximum of 42
characters per line and six lines. All standard keyboard characters
arevalid in notes including a carriage return.

To create a note, first select the account, then from the AC-
COUNT pull down menu, select CREATE NOTE.

The note dialog box is displayed.

Enter the note text and click OK.

You can place the note on the Mac clipboard by first selecting
the note text and then from the EDIT pull down menu selecting
COPY.

To deleteanote click DELETE.

Accounts with notes are identified with asmall icon in the
lower left corner of the account box on the main window. You can
show a note by selecting an account, and from the ACCOUNT pull

down menu selecting SHOW NOTE or by clicking on the note
icon in the account box.
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Note Dialog

B
Capital Martgage Ca.
12734 First Street
Anytown, LSS S6TE]
Delete | camcer | | ox |
Enter note Click here to complete
text (step 1) the transaction (step 2)
Step

1. Enter your text
2. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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Account statistics

The account statistics are accessed by selecting an account
and from the DI SPLAY pull down menu select STATISTICS.
Account statistics provide information on how well you are keep-
ing within your budget allocations. The display shows the statis-
ticsfor the current year and the last year. Information will be filled
in asthe year progresses. The money entered from each pay is
added to any deposits made directly to the account and displayed
in the corresponding monthly line under the “ Deposit” column.
Money transferred into this account is NOT added. The total of all
checks written during the month is added to any transfers made out
of this account and displayed in the corresponding monthly line
under the “Expenses’ column. The “Percent” column is the per-
centage of expense against the amount of deposit. The bottom line
shows the total for the year. Percentages above 100% show that
you have not been keeping within your budget. You may want to
consider either reducing the expenses to this account or increasing
the amount allocated.

Budget Statistics

To access the budget statistics from the DISPLAY pull down
menu select STATISTICS with NO account selected. Budget
statistics include the total number of main, sub and investment
accounts along with the total number of history recordsin the
budget file.

Transaction Dialog

The Transaction dialog is displayed in response to afind
command. It can also be displayed by shift clicking on aany
transaction in the history window or the balance window.
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Statistics and Transaction Dialogs
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Balance the Checkbook

Balancing the checkbook is a simple process in the budget
program. To access the balance dialog from the ACCOUNT S pull
down menu select BALANCE. The Balance Dialog has the
checkbook balance in the upper left corner and the statement
balance box in the upper right. Thelist of items on the left side are
the deposits and the list of items on the right side are the checks. If
you hold the shift key down while clicking on an item in the lists
the compl ete information about the item will be displayed in the
“Transaction Dialog”.

1) Enter the statement balance as shown on your bank state-
ment in the Statement balance account box in the upper right.

2) Click on each deposit and check that the bank has received
inthelists. An“X” will be displayed at the left of the entry to
indicates thisitem has cleared the bank. Click again to turn it off.

The totals for all items checked will be displayed at the
bottom of each list. Asyou click each item the balance indicator
icon and amount will change. When you have checked each item
the balance indicator will be level with a balance amount of $0.00.
If thisis not the case recheck each item. Insure that each item
agrees with the bank statement. Also insure that each item on the
bank statement is shown in the list and checked (“X").

3) Once al the items are accounted for click the Balance
button. Thiswill remove all “X” items from the lists and place a
balance icon next to each item in their corresponding account
history windows. This balances your checkbook and returns you
to the main window. Clicking the OK button returns you to the
main screen without balancing the checkbook.

NOTE: You can force the checkbook to balance by holding
the command key when you click on Balance. The proper amount
will be either added or subtracted from the “ Available” account.
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Balance Dialog

Budget Deposit Balanceicon Bank statment  Check
checkbook amount  andamount balance (step 1) amount
balance
=
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$135.14 [EF
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D6/01,/99  §7,504.30 H05/11/99 6295 $75.00
0./ T899 $62.37 HWo5/1/99 6296 524
G/OF/99 855636 M O050/99 6297 $13.20
e 28,58 $55.19 W O05/16/99 6298 $14.01
07/01/99 $3,738.58 W 05/19/99 6299 £85.93
07/01/99 $3,765.72 H05/19/99 6300 $75.00
07./03/99 $37.29 s/ 1999 6301 $5%.00
¥ 05/23/99 6302 $36.22
M 05/23/99 G303 $66.07
W 05/23/99 G304 $ 3487
= 05/28/99 6305 $55.00] =
- 05/28/99 6306 51,800.00{~
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I Clear I |Enlnn{
|
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(step 2)
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Reminders

Reminders provide a method for the Budget program to tell
you when items are due. Budget transactions that can have re-
minders set are check, debit, or deposit. See the next section on
how to set areminder. Reminders are “transaction” based not
“account” based. That means that more than one transaction can
have remindersin an account. However, they must have different
FROM/TO fields (see below).

Remindersthat are “due’ are displayed in a*“Reminder
Window” each time you start the Budget program. Reminders that
are overdue are displayed in red. You can display the reminder
window at any time from the WINDOW menu.

You can click on an item in the reminder window to bring up
its dialog box to enter the transaction. When you have entered the
transaction it will no longer be displayed in the reminder window.
Note: The Budget program uses the “FROM/TO” field to deter-
mine if atransaction is satisfied. That is, if you have set are-
minder for the “GE Capital Mortgage Service” whenever you write
acheck from the same account with “ GE Capital Mortgage Ser-
vice” inthe “TO” field the Budget program will consider the
reminder satisfied.

Also when setting reminders you should set them on the most
current transaction. That is, assume you have been writing checks
to the “GE Capital Mortgage Service” each month. If you attempt
to set areminder on the transaction that is two months old (instead
of the most current one) the Budget program will actually set it on
the most current one (the reminder icon will show up on the first
onein the history list). Each time you then write checks to the
“GE Capital Mortgage Service” the reminder icon will move to the
most current transaction.
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Reminder Window

Reminder  Reminder Reminder
duedate  frequency transaction
O Reminder / To Do lists E

To Do [tema for 95720701

ake Bank Deposit
enerake savings ST for|travel

__Reminder  ToDo To Do Clickto
due type Item List Date Add To Do

Reminders have attributes, they are:

Due Date - When the transaction is due.

Frequency - Monthly, Quarterly, Semi-anually, or Yearly.
Notify time-  The number of days before the due date.
Transaction-  Theitem to be reminded.

NOTE:

The reminder notification and due dates are shown on the
calendar
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To Do

The Budget program supports adifferent To Do list for every
day. To Do lists can be created at any time by using the Calendar
window. To display To Do’sclick on the to do scheduled date
(green) in the calendar window and the Reminder Window will
open with the selected To Do list (See previous page). To create a
To Do list smply click on adate in the calendar. The Reminder
Window will open and you can add as many “To D0’'S” asyou
wish by clicking on the ADD TO DO button. To deletea To Do
select it in the Reminder Window and a dialog will open, then click
on DELETE TO DO.

NOTE:

1) You can not create aTo Do before today.

2) Satisfied “To do’s’ are deleted, they are not saved.

3) To do'sthat are not satisfied are automatically rolled
forward to today and marked as “overdue’.

4) The Reminder window displaysthe To Do list for the date
selected in the calendar or the current date if nothing is
selected.

5) Selected dates are hilited using reverse video.
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Calendar Window

Close Go To Current Change
Window Nonth Month

P_Ll Apr.Lﬂﬂ‘l 4 |
s| M|l T|w|T]F]| 3]
11 2] 3]4]s]8] 7]
8| o|10]11]12]13] 14]
15| 16| 17 18] 18] 20| 21|
22| 23| 24| 25| 28| 27| 28|
28|30 | | | | |

The calendar can be displayed or hidden by using the WIN-
DOWS pull down menu and selecting CALENDAR. Click on the
arrows to change the month. Click on the month and year to show
the month for todays date. Click and drag the title bar to position
the calendar on the screen. Thereis a preference setting for dis-
playing the calendar when you start the Budget program.

Note: The calendar window functions the same as any other
window, that is, you must click it once to make it the front or
“active” window.

To Do Scheduled Date.
Reminder Notify Date -or- Overdue To Do.
Reminder Due Date.

Current Date.
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Setting Reminders

You can set reminders on any deposit, debit or check transac-
tion. Inthe HISTORY window select the transaction you want to
be reminded about and click the REMINDER button to display
the reminder dialog box.

1) Enter the due date for this transaction.

2) Enter the number of days “prior” to the due date that you
want to be reminded.

3) Selected the frequency of the reminder.
EXAMPLE:

Today is Oct. 26, 2000. You just wrote the check to the
mortgage company that was due on Nov. 1, 2000. You want to be
reminded each month to make this payment. 1n the Mortgage
accounts history window you click once on the check you just
wrote and click the “Reminder” button. You get the dialog shown
on theright, it has next month’s date already set. However, since
you wrote this check 5 days before it was due you need to change
the date to be the actual due date, so you would enter 12/01/00.
Next you decide that you want to be notified 7 days prior to the
first of each month, so you enter a“7” in the “Remind days before
field”. Sincethisisamonthly bill you leave the “Monthly” radio
button selected. You then click OK.

The reminder icon will be displayed next to the transaction
you selected in the history window. Each time you write a check
to this account the icon will move to the new transaction and the
timerswill bereset. When the reminder isdue it will displayed in
the reminder window.
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Reminder Dialog

Reminder Halog =]
Sl Rembnder for:
GE Capital Mortgage Service g
Due date
D Dt :
Enter reminder ] I (step 1)
time here R imanat: de hefare,
) Raatity Enter reminder
el frequency
O Remi-Amnually
Click hereto 3 Yedrly _

i Click here to set
deleteareminde (psiete | [Cancel] [ Set 4 1 the reminder
(step 3) )

Step

1. Enter the transaction due date.

2. Enter the number of days prior to be reminded

3. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.

Note: You can not change an existing reminder, however, you
can delete areminder and then set a new one.
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Transaction Editor

You can edit transactions to change information in any field.
To edit atransaction select it in the HISTORY window by clicking
it once. Then click the X-EDIT button. Thiswill bring up the
transaction editor dialog. To edit a“transfer” record hold the
“Cmd” key while selecting the transaction.

1) Change any field

2) Click OK when done.

NOTE:

1) You can not change the amount of a balanced transaction,
amounts for Pay’s, or Multi type deposits.

2) All fields are subject to the same checks for length and
validity aswhen originally entered.

3) The checkbook history window log record is NOT changed
when editing a“multi” type (deposit, pay, etc) transaction.



Transaction Editor Dialog

Tramsaction Editor =]
From.Te: 045
|'I'EI'iIl:|'I1 |
For: LE I
|Payment || 00001 23014 34 ¥ |
Date: bdent:
[11710/00 Cancel| [ Save |
Click hereto save the
changes (step 2)
Step

1. Change any field.
2. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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Creating Sub Accounts

Each of the 25 main accounts can have up to 6 associated
sub-accounts. This can be useful in grouping like accounts.

To create the first sub-account to an existing main account,
select an existing account box on the main window. Click the
NEW button or from the ACCOUNTS pull down menu select
NEW ACCOUNT. To create additional sub-accountsto amain
account, double click the main account to bring up the Sub Ac-
count window then select a blank box and click the NEW button or
from the ACCOUNTS pull down menu select NEW ACCOUNT.

Define the sub-account exactly as you did for the main ac-
count (See creating new accounts).

1) If thisisthe first sub-account you will be prompted to enter
a“ Category name” to display on the main window. The category
name can be up to 15 charactersin length. Click OK.

Example: On the main window define an account of “Elec-
tric” with an amount to be entered from each pay. When the
account has been created select it and click the NEW button. This
time enter “Home Gas” with an amount to be entered from each
pay. After you have clicked OK you will be asked for the * Cat-
egory Name” to be displayed in the main widow. In the prompt
enter “Utilities”. When you click OK you will see a sub-account
window with two accounts “Electric” and “HomeGas’. Close the
sub account window and you will see “Utilities’ on the main
window.

You can change the “ Sub Category Name” at any time by
selecting it on the main window. From the DISPLAY pull down
menu select SUB CATEGORY, enter anew namein thedialog
box and click OK.
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Sub Account Dialog

=]

Flease enter the name to
display am the main window
foF thieop Suli=&CCounts.

Enter catagory | £
name (step 1) l

Sub Account Window

(] Tl da ] Aindew E

Sub-account Main account
buttons name
Sub-account

name

Step (after creating an account)
1. Enter a catagory name.
2. Click on the OK button.
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Setting Preferences

To enter your preferences, from the EDIT pull down menu
select PREFERENCES.

1) Click on the color square that you want to change to bring
up the color selector. Thiswill alow you to select adifferent color
for each setting.

2) Check the “ Allow Checkbook to go negative’ checkbox if
you want the program to allow negative values in the checkbook.
(This does NOT apply to Accounts you defined, which are allowed
to be negative.). If you do select the option “Warn when Check-
book goes negative” will be automatically selected. Note: it is not
wise to select these options.

International users may check the “Don’'t use dollar sign ($)”
to prevent the budget program from displaying any dollar signs.

Selecting the “Debit is default action” will cause a double
click on an account box to bring up the “Debit” dialog instead of
the standard “Check” dialog.

Select the balance window sorting method. Sort by type (the
default) causes the items to first be sorted by type (ATM, check,
etc.) and then by date or check ident. Sort by date causes the items
to first be sorted by date and then by type.

3) When you have all the information entered click the OK
button to complete the transaction and return to the main window.

Note: The background colors for the accounts are black for
normal and white when hilited. This meansthat if you set the
normal positive amount to black you would not be able to see the

type. (Black numbers on a black background).
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Preference Dialog

Preference Dialog | =|

Moarmal  Selected

Account Name | |
sub Account Mame [ = ]
Savings Account E R
Positive Amount [ | Color squares
_ ———— (e
Megative Amount —] =

[[] Allow Checkbook to go negative
I Warn when Checkbook gogs negalive
[ Print currency symbol en check
[ mebit is default action
[ Show calander at start up

& Sort balance window by type
) Sort balance window by date

|{-:|m:el ||| 0% ﬂ

Option Click here Click here Click here

settings to reset to cancel when done

(step 2) (step 3)
Step

1. Click the color sguare to change the color.

2. Check the checkboxs to change the options.

3. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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| nter national Settings

The Budget program can format dates and currencies to many
international standards. To enter your settings, from the EDIT pull
down menu select INTERNATIONAL.

As you make changes to the settings in this dialog the ex-
amples change showing what the change will look like.

1) Change the currency settings to those for your currency
system. The Decimal and Group symbols may be any single
character. The currency symbol may be up to 4 characters. Deci-
mal digits and digitsin group may be up to 4 places.

You can have the currency symbol displayed before or after
the number and you can select to have a space placed between the
number and the symbol.

2) Change the date settings. The date seperator may be a
dlash (/), adash (-), or aspace (). You can format the date in either
of the 3 formats by slecting it’s radio button.

The Default button returns the settings to the U. S. monetary
system.

3) When you have al the information entered click the OK
button to complete the transaction and return to the main window.
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| nter national Dialog

Currency settings
(step 1)

Imternational Malag =1

I
[ | pecimal symbat  [[§ | currency Symbor

El Decimal digits & Pefore Mumber
Gioip Syinbal ) After kumber
Digits in grosp [ space between synulbel
Date Separater Examples:
&) MMDDYY BT $1,2H.56
O DEVAILYY

CIYY/MMD0 | Defauit | | Cancel J|| 0K I
| |

Date Click here  Clickhere Click here

settings to reset to cancel when done

(step 2) (step 3)
Step

1. Select currency settings.

2. Select date settings.

3. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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Finding History Records

All transactions are kept in the history file. You can find
information based on who the transaction was “Paid to” or “Re-
ceived from”, what it was “For”, the “Memao” on the check or the
amount of the transaction. You can also find information by
“Date’, “Check number”, “Amount”, “Balance”, or “ Tax item”.
The found information is displayed in the “File Information Dia-
log”.

To search for an item in the history records pull down the
ACCOUNTS menu and select FIND.

1) Enter the search string in the appropriate field. Ex. To
search for “Payment” in the “For” field enter it in the field directly
below “For:”. You may enter “Month” as either a 1-12 or the first
3 letters of the month.

2) Check the “Ignore case” checkbox if desired.

3) Select “AND” or “OR”. “AND” meansthat if you entered
asearch string in the “Paid to” field and another string in the “ For”
field the history record must contain both strings to be found.

3) Click the FIND button to start the search. Click the FIND
NEXT button to continue the search from the last found item.

Found items are displayed in the “Transaction Dialog”.

Note: Click Find All and every transaction that matches the
search criteriawill be displayed in awindow. Then shift click on
any item in the window to display the “Transaction Dialog” for
that item.
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Find Dialog

Enter search Check hereto
string (step 1) search for tax items

Check case Check search New search
(step 2) type (step 3) (step 4)
Continue
search
Steps:

1) Enter a search string(s).

2) Check “Ignore case” if desired.

3) Select the type of search (And/ Or).

4) Click FIND or FIND NEXT -or- click Cancel to exit.
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History Record Archive

The program always keeps two years of history record data.
Records older than two years may be saved for long term storage.
Once the program has over two years worth of data the “ Archive”
menu selection in the file pull down menu will be hilited. When
history records are archived they are no longer in the history
window and can not be searched by the program. Archived datais
placed in a standard text file on your hard drive. 1t may then be
viewed with any text editor such as*“ SimpleText”. See the section
on “formated text records’.

To archive history records pull down the FIL E menu and
select ARCHIVE. If the ARCHIVE selection isdimmed there are
less than 2 years of datain the history files and you will not be able
to access the archive dialog box..

1) Check the box for the year(s) to archive. The “Remainder”
checkbox isfor all years older than the last year shown in the
dialog. Each selection shows the total number of history records
that will be archived for that year.

2) When you have selected the years to archive click the OK
button to comple the action, and exit the dial og.

You will seethe standard Apple save dialog box. Usethis
dialog to select where to save the archived data. Save thefile by
clicking on the SAVE button. The program will write the data for
the years selected to afile named for each year you selected (i.e
data from 1996 would be named “ Archived datafor 1996”. The
datais written to your hard drive but NOT removed from the
budget program at thistime. The datais removed when you quit
the program and save your changes.
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Archive Dialog

Click hereto
select years
to archive
(step 1)
Click hereto Click hereto
cancel the  completethe
transaction transaction
(step 2)
Steps

1. Select year(s) to archive.
2. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.

NOTE: Transfer records are not saved.
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History Record Export

Account history records can be exported for use in external
programs such as spread sheets. Datais placed in a standard text
file on your hard drive. It may then be viewed with any text editor
such as“SimpleText”. See the section on “formated text records”.

To select the account to export history records click on an
existing account on the main window. Then from the FILE pull
down menu select EXPORT.

The program will palce the earliest history record in the start
date and the last (most current) in the end date.

1) Change the start or end date if desired or leave the dates as
isfor “al” history records.

2) Check the check box if you want the “Transfer” history
records included in the output file.

3) Click “OK” to export the data or click “Cancel” to exit.

You will see the standard Apple save dialog box. Usethis
dialog to select where to save the archived data. Save thefile by
clicking on the SAVE button. Exported datais placed in a standard
text file on your hard drive. It may then be viewed with any text
editor such as “Word” or “SimpleText”. See the section on
“formated text records’.
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History Record Export Dialog

_ ExportHistoryDialeg  H

Select dates
for export
(step 1)

Check here for
“ transfer
records (step 2)

Click hereto Click hereto
cancel the export the
transaction data (step 3)
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Delete Account

Accounts may be deleted from the program. When accounts
are deleted their history records are saved to atext file. Any funds
left in the account will be transferred to the “ Available” account.
To delete an account select it, then from the ACOUNTS pull down
menu select DELETE. You will be asked to confirm the action
with the dialog shown below,, click OK. You will then see the
standard Apple save dialog box. Usethis dialog to select whereto
save the archived data. Save the file by clicking on the SAVE
button. The delete command can not be undone, however, it is
possible to restore the account if you quit the program WITHOUT
saving. See the section on “formated text records’.

NOTE: Transfer records are not saved.

Delese Arcoam (Ealag 2]

Warning® Yaware abnf o delets the accomml
AETic AR ERpred

PRTET BT TECATdE 08 STURRE e B

Thin W b
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Text Record For mat

The Budget program exportsfilesin “Text” format. This
makes it easy to use the data in many other programs. The datain
these filesis placed in “tab delineated fields’ within each text
record to facilitate “inport” to other programs. The datain each
record isin the follwing format.

All records

Field 1- Account Name.

Field 2 - Date.

Field 3- Transaction Type. (i.e. Deposit, Check, etc.).

For Checks, Debits, ATM and Transfer.
Field 4 - Paid To. (Account Name for Transfer)
Field 5- Amount.

For Checks, Debits and Transfer.
Field 6 - For.

For Checks.
Field 7 - Check Number.
Field 8- Memo.

For Deposits.

Field 4 - Received From.
Field5- Amount.
Field6 - For.

For Pays.

Field 4 - Pay Source (Includes total pay amount).
Field 5- Amount (for this account).

Field6- “Pay”
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Check Setup

In order to print checks you must have a printer that is able to
hold your bank checks. Most ink jet printers and some laser
printers are adjustable to different size paper. Once you have
verified that your printer can hold your checks you must tell the
program which fields to print and where to print them. Field
defaults for a standardized check are already set and may only
need minor adjustments for your printer.

To set up your checks for printing select CHECK SETUP
from the FILE pull down menu to display the CHECK SETUP
WINDOW. Thediaog has default settings to print the payee,
amount, for, memo, and date (day month year) for standard size
checks. The position of the field in the window is the location that
the field will be printed on the check. Clicking on a button (the top
blue row) for afield that is not shown allows you to click and drag
arectangle for that field. Clicking on abutton for afield that is
shown deletes the fields rectangle.

Clicking within afield rectangle allows you to drag the
rectangle. Placing the cursor within afield and NOT clicking
allows use of the number keys for fine adjustments as follows:

2 - Movedown 1 pixel. 1 - Shrink vertically 2 pixels.

4 - Moveleft 1 pixel. 3 - Expand verticaly 2 pixels.

6 - Moveright 1 pixel. 7 - Shrink horizontally 2 pixels.

8 - Move up 1 pixel 9 - Expand horizontally 2 pixels.

To print, select the check in an account’s history window and
click the PRINT button. It is suggested that you print afew
checks on plain paper to verify that the fields will be printed in the
correct locations on your check. Seethe topic “ Signature” to print
your signature on your checks.
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Check Setup Window

Fields See section “ Signature” for printing
buttons your signature on the check

Fieldsto be Clickand
printed on drag to resize
the check window

Step
1. Setup your check format.
2. Print your check.
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Reports

The Budget program provides a number of printed reports to
assist in understanding your financial situation. To create areport
from the FIL E pull down menu select REPORT.

The Report Dialog provides 3 types of reports. Select the
report desired and click “OK”. The report will be sent to your
printer. Thetypes or reports are:

1) The “Budget Statistics’ report provides alisting for all
budget accounts that include the total amount desposited and the
total amount expended for each account for last year and this year.

2) The“Investment Statistics’ report provides information on
all of your investment accounts. Thisincludes items such asthe
number of shares and the cost basis for each account.

3) The “Income Distribution” report provides the total

“Monthly” amount allocated to each of your account. It also
shows the percentage of total income for each account.
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Report Dialog

Select report
type (step 1)
Report Dialog =
Select a H!l}ﬂl‘t
) Budget Statistics
— ) Imvestment Statistics
i Incame Distribution
Cancel | || (i1 4 I
Click hereto Click here to print
cancel the report the report (Step 2)
Step
1.Select report type.

2. Click on the OK button to print the report,
-or- click on Cancel to return without printing.
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M ove Accounts

Accounts may be moved from account box to account box.
The only reason to move accounts is to group like accounts on the
main or sub windows. To move any account select the first ac-
count then hold the shift key and select the destination account
box. Fromthe ACCOUNTS pull down menu select MOVE. If
the destination account box has avalid account in it, the two
accounts will be swapped. You may aso use “Drag and Drop” to
move accounts. Click and HOLD the mouse down on the account
you want to move and drag the account to the new location.

Savings Accounts

Savings accounts are created the same as any other account,
however, be sure to check the savings checkbox when creating the
account.(See creating New Accounts). Money may be deposited
from your pay, HOWEVER, the amount of the deposit isSNOT
subtracted from the pay amount This provides a means of adding
money to a savings account that was from a payroll deduction. If
you want to add money to one of your savings accounts from your
checkbook simply transfer the funds. Anitem will show up in the
balance window to indicate the withdrawal of funds from the
checking account. Likewiseif you transfer money from one of
your savings accounts to one of your checkbook accounts a deposit
item will show up in the balance window.
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Handling Credit Accounts

Handling credit cards with the budget program is a matter of
personal preference. One way to keep track of credit cardsisto
create an account for each credit card and transfer money into it as
you use the card. For example, you would create an account called
“VISA”. When you use the Visa card transfer money from the
appropriate account into the Visa account.

Example: You buy $14.70 worth of gas for the car and use
your Visacard to pay for the gas. Transfer the $14.70 from your
“gas’ account to your “Visa’ account. The gas account will reflect
the amount left in the “gas’ budget and the “Visa’ account will
show the funds for that item on the Visabill.

When the statement arrives use the check mark feature in the
accounts history window. Check each item on the Visa statement
with the items shown in the history list for the Visa account. The
checkmark feature allows you to place an “X” next to any transfer
item in the history window. Simply click the transaction item to
toggle the checkmark on and off.

-75-



Savings Calculator

The Budget program provides a savings calculator to help you
determine how much money you can save. To use the calculator
from the DISPLAY pull down menu select SAVINGS CAL CU-
LATOR..

1) Enter or change any of the fields to determine the final
amount. The* Starting Amount” isyour current savings balance.
The “Added Monthly” is the amount you are saving each month.
The “Interest Rate” the amount of interest you are getting on your
savings from the bank and is entered as a percent (i.e 5.25is 5 and
1/4 percent). Theinflation Rate is your estimate of how well the
economy is doing and is also entered as a percent. The “Number
of months” is how long you are saving.

Any number except the “Number of months” can be zero
which must be at |east one.

Interest calculation is compounded monthly and the inflation
factor is computed yearly.

If you have savings accounts defined selected them before
starting the calculator to use the amounts defined in your accounts.
If you select a savings account on the main window that has sub
accounts all sub accounts will be included in the “ Starting
Amount” field and the total added monthly will be included in the
“Added Monthly” field.
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Savings Calculator Dialog

— Savings Calculator — B

Enter info Click hereto
(Sep 1) exit (Sep 2)
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Handling Cash

There are a number of ways of handling cash from simpleto
very detailed. Two ways are described here. Thefirst and
simpliest is to create an account called “Cash” and allocate money
from your pays to this account. When you need cash record the
transaction against this account. With this method you will be able
to see the amount used per month for “cash”. This method is very
simple but lacks any real detail on how the cash was used.

A more detailed method is to create an account called "Cash"
but don’t allocate any money from your pays. Leave the pay fields
$0.00 when you create this account. When you take money from
your checking account deduct it from this "Cash" account and et
the account go negative. Asyou send the cash transfer money
from the proper account to the “Cash” account.

An Example. You have the “Cash* account but you also have
an account called “ Entertainment” where your record transactions
for items such as a check for ticketsto aplay. But you also want to
track cash used for movie tickets from the “ Entertainment” ac-
count. First, you would need to insure that you were allocating
enough funds to the “entertainment” account from your pay to
cover both types of expense. Lets say that you get $60.00 out of
the ATM. When you make thisATM transaction in the Budget
program from the "Cash" account it shows a negative $-60.00.

Now you spend $10.00 on amovie and you pay for it with your
cash. Inthe Budget program you would "Transfer" $10.00 from
your "Entertainment™ Account to the "Cash" account. The "Cash"
account now shows $-50.00 which matches the amount of cash you
have in your pocket. This method provides a means of tracking the
cash you spend since each of the accountsin your Budget ("Enter-
tainment” in this example) has recorded the transaction. 1. E. the
statistics function would show this as an expense.
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| nvestments

To enter the investment section of the budget program from
the WINDOW pull down menu select INVESTMENT.

The budget program provides a simple means of tracking your
investments based on the same means of displaying information as
the budget windows.

The “Investment Window” shows information for all accounts
while the “Investment History window” shows information for
each account created.

When you buy shares or receive a dividend you enter the
number of shares and the price per share for each account. The
program computes the cost basis and enters a transaction in the
history window. You can update the price per share for an account
at any time which will cause the program to compute the current
market value for that account.

On the Investment window the program displays the “ portfo-
lio” information. Thisisthetotalsfor al your investment ac-
counts. The cost basis (the amount you paid) and the market value
are displayed in the portfolio info box. The investment info box
displaysthe last date ALL accounts price per shares were updated.
The history window shows the same information for each account.
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Creating I nvestment Accounts

You create an account for each investment by selecting an
empty account box then pull down the ACCOUNTS menu and
selecting NEW ACCOUNT. Enter the name of the account in the
dialog box. Once you have created the account you can record the
buying or selling of shares by clicking on the buttons on the upper
left side of the Investment Window or using the TRANSACTION
pull down menu.

Account

name (Sep 1
Click hereto cancel Click here to complete
the transaction the transaction (step 2)
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| nvestment Window

Investment Portfolio I nvestment
buttons Info info box
£l Lampie Radgai psriemesr WinnTe [}

Investment
account box account box

Empty



Buying and Selling Investments

Buying and selling shares of an account can be entered at
anytime. The same dialog box is used for both buying and selling
shares. Note: reinvested dividends are recorded as “bought
shares’.

To record the buying or selling of shares select an existing
account on the investment window. Click either the BUY or SELL
button or from the TRANSACTION pull down menu select either
BUY SHARESor SELL SHARES.

TheSHARE SELL /BUY DIALOG BOX isdisplayed with
either “Buy” or “Sell”.

1) Enter the number of shares purchased in the share field.
The program supports numbers with up to 3 decimal places.

2) Enter the price per share in the $P/Share field.

3) The program places the current date in the DATE field.
You may changethisif desired.

4) When you have al the information entered click the OK
button to complete the transaction, exit the dialog and return to the
main window.

Note: When selling shares the program uses the number of
shares sold times the average price per share to determine the cost
basis.
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Share Sell / Buy Dialog

Price per share Date
(step 2) (step 3)

Number of Click hereto
shares (step 1) complete the
transaction

(step 4)

Step

1. Enter the number of shares.

2. Enter price per share.

3. Change the date if necessary.

4. Click on the OK button when everything is correct,
-or- click on Cancel to return without change.
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Updating Share Price or Cost Basis

Updating the share price or the cost basis can be done at
anytime. Note: until all accounts have their price per share up-
dated the main investment window will NOT reflect the current
market value. It will reflect the market value the last time ALL
accounts price per share was updated

To update the price per share select an existing account on the
investment window. Click the PPS (Price Per Share) button or
from the TRANSACTION pull down menu select UPDATE PPS.
To update the cost basis hold the Command and Option keys while
double clicking on the account.

The PRICE PER SHARE or the COST BASISDIALOG
BOX isdisplayed. (Price per share dialog is shown below, the cost
basisdialog is similar)

1) Enter the current price per share (PPS) or the cost basis.
The current date is used for the transaction.

2) When you have al the information entered click the OK
button to complete the transaction, exit the dialog and return to the
main window.

i
Update Price Per Share
Assel Manager
Pnc(estpezr 1s)hare__
Click hereto
| cancet | w_ complete the

transaction (step 2)




|nvestment History

To access an investment accounts “History Window” select
the account on the “Investment Window”. From the DISPLAY
pull down menu select HISTORY.

| nvestment History Window

History window Account
buttons infor mation box
i File Tdit Acceunls Trensaciass [Hiphey Window Heig

0 | AESEL MAnAgEr Imve et Window ]

1 Riza
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i 15830 ITREZ2 j {enu
§ 10250 ZTRERT 54100
F1E.540 ZTAFE £37.68
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$iF. 740 g b T ] fo, 00
§10.300 271343 fules]
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or sold
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Signature

Using the budget program to print checks requires you to sign
the check. Thereisaway to get the budget program to print your
signature on your checks along with the other information. It does
require that you have a copy of your signature asa PICT file and
the use of Apple's Resedit program. The Resedit program isfree
and is available from Apple'sweb site. Your signature can be
obtained if you have accessto a scanner. Insure you have a backup
copy of the budget application before using Resedit.

Create a picture of your signature by using your scanner and
the software provided to create a“PICT” file. Use your scanner
software to place a copy of your signature on the clipboard. Use
Apples Resedit program to edit the resource fork of the budget
application as follows:

1) Launch Resedit.

2) Select Open from the File menu.

3) Locate the Budget application and open it.

4) Double click the Pict resource to open it

5) Select Create New Resource from the Resource menu.

6) A blank window will open with aPICT ID= 134.
(if it has any other id use the Get Resource Info menu selec
tion to changeit. 134 isthe ID required by the budget app.)

7) Paste the signature from the clipboard into the window.

8) Quit the program saving the changes.

See the section on check setup for instructing the budget
program where to print the signature on your checks.
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Error Messages

Selection Errors;

Error messages in the budget program normally indicate some
sort of problem which is easily corrected. Thefirst group of errors
are selection errors. This means that the action you are trying to
take requires you to first select something with asingle click of the
mouse and then try the action again.

Selection error. There are no empty account boxes.
Selection error. The account already exists.”

Selection Error. You must select a transaction to undo.
Selection Error. Thistransaction can not be undone.
Selection error. There are no empty account boxes.
Selection Error 1. An account needs to be selected.
Selection Error 2. Two accounts need to be selected.
Selection Error 3. A check needs to be selected.

Integrity errors:

The program is constantly checking for problems. Should
they occur the program will immediately inform you. Integrity
errors are displayed at any time the program has determined that it
isimpossible to continue. You should quit the program without
saving. Theorigina file may still be valid, try restarting the
program with the file and seeif the problem persists.

Integrity error 1. Severewarning!. Thisbudget's datais
corrupt. You should terminate this session without saving.
History file integrity error. Thisfile may be corrupt. Program
will attempt fix, consider restore from backup copy.

Investment history file integrity error. Thisfile may be
corrupt. Program will attempt fix, consider restore from
backup copy.
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Error M essages (cont.)

Funnctional Errors:

There are certain conditions that prevent you from executing
an action such astrying to delete an account that has unbalanced
transactions pending. Thiswould cause problems with the
programms ability to correctly balance your checkbook since some
of the outstanding transactions would be missing.

Delete Error. This account can not be del eted.

Delete Error. You can't delete the available account.

Delete Error. This account can not be deleted since it has Sub
Accounts. You must delete the Sub Accountsfirst.

Delete Error. This account can not be deleted since it has
unbalanced transactions.

Memory Errors:

Memory errors general occur when the budget file gets large.
The history records need to be in memory in order for the program
to function. You can increase memory to the application or you
can consider archiving or deleting accounts.

Memory Error #. Increase memory with the Get Info
command under the file menu. Then restart the program.
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Error Messages (cont.)

Input Errors:

Input errors are normally the result of typo’sor not filling in a
required field in adialog box. The program will normally hilite
the bad entry and allow you to change it.

Length error. theText, isto long for thisfield.

The number: theText, isinvalid.

The dollar amount:, theText, isinvalid.

The date/time: theText, isinvalid.

The number: theText, is out of range.

Balance Error., theAmt, theText, Check for entry errors.

Length error. theText, isto long for thisfield.

Input error. The From field must be specified.

Input error. An Account hame must be specified.

Input error. A valid account name must be specified.

Input error. A savings account may not be specified.

Input error. An amount must be specified.

Input error Deposit entries exceeded. A slot is needed to add
the pay.

Input error There are no shares in this account.

Input Error. This transaction would cause your checkbook to
go negative. That is not allowed.

Input error. You can not create a sub account to the Available
account.
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Error M essages (cont.)

File System Errors:

Every effor has been made to make the budget program as
error proof as possible. However, it isimpossible to predict the
configuration of every machine that runs the program. File system
errors DO occur and can cause serious problems. It is extremely
important that you back up your files on areqular basis.

File error. The datafile may be corrupt. Restore the file from
a backup copy.
File System Error, Error #', theText
Unable to create temp file.
Unable to open datafile (R).
Unable to open datafile (W).
Unable to open the datafile (D).
Unable to open resources file (R).
Unable to open the Archivefile.
Unableto close datafile (R).
Unable to close datafile (D).
Unable to close datafile (W).
Unable to close Archivefile.
Unable to read history file.
Unable to read investment data.
Unable to write history data (D).
Unable to write investment data.
Unable to write archive data.
Unable to write invest archive data.
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Error Messages (cont.)

System & Initialization Errors:

System errors normal occur when trying to run the program
on older machines that are not supported or older versions of the
MacOS that are not supported.

This maching does not support high level events.

AppleEvents not Present.

Unableto install Open Application Handler.

Unableto install Open Document Handler.

Unable to install Print Document Handler.

Unable to install Quit Application Handler.

Initialization Error #.

The Application file may be corrupt Restore the program
from the original.

Thisfileisfrom an older version.

Thisfileisfrom anewer version.
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This Software is provided “asis’ and the author
grants no warranties, expressed or implied by statute or
otherwise, regarding the fitness for any purpose, the qual-
ity, or otherwise. In no event shall the author be liable for
any special, consequential, or other damages, for any
reason. The investment section is not intended as an
official means of reporting profit or lossto the IRS.

You are not required to register this software. How-
ever, | would enjoy hearing any comments about the pro-
gram. If you notify me at Budget Support@att.net | will
keep you informed of any updates.
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