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Notice 

Survivor Software Ltd. reserves the right to make changes and improvements to 

this manual or to the product described in this manual at any time and without 
notice. 

Copyright 

This user's guide and the software described in it are copyrighted with all rights 

reserved. Under the copyright laws, this user's guide or the software may not be 

copied in whole or in part, stored in a retrieval system, or transmitted, in any 

form or by any means, electronic, mechanical, photocopying, recording, or 

otherwise without prior written consent of Survivor Software Ltd., except to 

make a backup copy of the software. The same proprietary and copyright notices 

must be affixed to any permitted copies as were affixed to the original. This 

exception does not allow copies to be made for others, whether or not sold, but 

all of the material purchased (with all backup copies) may be sold or given to 

another person. Under the law, copying includes translating into another 

language or format. 

You may use the software on any computer owned by you, if you make sure that 

there is No Possibility of it being used on more than one computer at the same 

time. 

Support Services : (213) 338-0155 
[Phone support available 1-5 pm Pacific Time, Mon-Fri] 

MCI ID : 267-2081 
The Source ID : STP482 

Compuserve ID : 73247,1566 
GEnie ID : MFARMER 

PHOS 5. pide Ga Sno Ba: Oi aE a ae eS 10098765432 
(documentation layout done using ReadySetGo3™) 
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LIMITATIONS OF WARRANTIES AND LIABILITY 

All warranties on the media and user's guide, including any implied warranties, 
are limited in duration to ninety (90) days from the original purchase date of this 
product. 

Survivor Software Ltd. makes no warranty or representation, either expressed or 
implied, with respect to this software, its quality, performance, merchantability, 
or fitness for a particular purpose. This software is licensed "AS IS" and the 
entire risk as to its quality and performance is with the buyer. 

In no event will Survivor Software Ltd. or its software suppliers be liable for 
direct, indirect, incidental or consequential damages resulting from any defect in 
the software or user's guide, even if Survivor Software Ltd. has been advised of 
the possibility of such damages. In particular, they shall have no lability for 
any program or data which is lost or damaged. 

Macintosh™ is a trademark of McIntosh Laboratory, Inc., licensed to Apple 

Computer, Inc., and is used with express permission of its owner. Apple®, The 
Finder™, MacWrite™, MacPaint™, and LaserWriter™ are registered trademarks 
of Apple Computer, Inc. 

APPLE COMPUTER, INC. MAKES NO WARRANTIES, EITHER 
EXPRESS OR IMPLIED, REGARDING THE ENCLOSED COMPUTER 
SOFTWARE PACKAGE, ITS MERCHANTABILITY OR ITS FITNESS FOR 
ANY PARTICULAR PURPOSE. THE EXCLUSION OF IMPLIED 
WARRANTIES IS NOT PERMITTED BY SOME STATES. THE ABOVE 
EXCLUSION MAY NOT APPLY TO YOU. THIS WARRANTY PROVIDES 
YOU WITH SPECIFIC LEGAL RIGHTS. THERE MAY BE OTHER RIGHTS 
THAT YOU MAY HAVE WHICH VARY FROM STATE TO STATE. 

The Finder™ is a copyrighted program of Apple Computer, Inc. licensed to 
Survivor Software Ltd. to distribute for use only in combination with 
MacMoney. Apple Software shall not be copied onto another diskette (except for 
archival purposes) or into memory unless as part of the execution of MacMoney. 
When MacMoney has completed execution Apple Software shall not be used by 
any other program. 

Excel, Multiplan, and Word are trademarks of Microsoft Corporation. 
ReadySetGo is a trademark of Manhattan Graphics Corp. 
Helix and Double Helix are trademarks of Odesta Corp. 
MaclInTax is a trademark of Soft View, Inc. 

The Home Accountant and Financial Planner™ is a trademark of Arrays, Inc. 

The use of trademarks or other designations is for reference purposes only. 



Survivor Software Ltd. 

Limited Warranty Policy 

If you discover physical defects in the media on which this software is 

distributed, or in the user's guide distributed with it, Survivor Software Ltd. will 

replace the media or user's guide at no charge to you provided that you return the 

item to be replaced, along with proof-of-purchase to Survivor Software Ltd. 

within 90 days after you purchased the product. A Returned Merchandise 

Authorization (RMA) number must be obtained from Survivor Software Ltd. 

before any product is returned for exchange or replacement. Packages without 

this number will be refused. 

ALSO 

Upon our receipt of a completed warranty registration card, you are entitled to the 

following: 

1) Support via U.S. Postal Service, MCI™ Electronic Mail, CompuServe™, 
The Source™, or GEnie™ for one year from the date of your original 

purchase. 
2) A free disk for any upgrade that is released within 90-days of your original 

purchase. 
3) Replacement, with the same version, of any damaged program disk which is 

out of the 90-day warranty period, for a charge of $17.00. 
4) The opportunity to purchase any new version of the program at a reduced 

price. 

The warranty and remedies set forth above are exclusive and in lieu of all others, 

oral or written, express or implied. No Survivor Software Ltd. dealer, distributor, 

agent or employee is authorized to make any modification, extension, or addition 

to this warranty. 

Governing Law 

These statements shall be construed, interpreted and governed by the laws of the 

state of California. This warranty gives you specific legal rights, and you may 

also have other rights which vary from state to state. 
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1 OVERVIEW 

MacMoney is an all-around financial management program. If you want to 
simply keep track of your finances, MacMoney's point and click techniques 
let you quickly enter, change, or retrieve information with a minimum of 
effort or training. If you want to have the most complete personal system 
ever, it's still easy, just enter additional items and reap the reward of full 
financial reports and graphs, accurate to the last detail. 

Z2n-<Ah <0 

If you're in business, MacMoney may be just the program for you. It uses 
the double-entry method of accounting in a way that doesn't require even 
Bookkeeping 1A to understand. You can create a system that will handle up to 
6,000 transactions or start with 3,000 and later extend it to the larger size. 
You can use the program's versatility to set up a numbered Chart of 
Accounts, track Accounts Payable, or set up other features that you feel 
comfortable with in a business system. 

You can transfer your financial data from MacMoney to MaciInTax, 
MacWrite, Word, MultiPlan, Excel, ReadySetGo, or any other program that 
reads standard tab-delimited Macintosh files. You can then do your taxes, 
perform additional spreadsheet calculations or add pictures, graphics, or text to 
your MacMoney information before printing. MacMoney also has the 
ability to create reports that will project a professional image for your family 
or company, using the Apple LaserWriter. 

Plan for the future, don't just report the past. Typically, all financial 
programs will report to some degree on the last few months, but will they 
help with forecasting the future? With MacMoney you can place a trend 
line on your graphs that will show the projected status of your finances. You 
can use the Plan calculations to compare loan possibilities, retirement plans, 
or the return on your investments under various conditions. 

It's always helpful to have an idea of the general concept and layout of a 
program in order to get the most from it. MacMoney is very 
straightforward. Its checkbook transactions are patterned after the method by 
which you have always handled checks, but you'll be glad to hear that it 
doesn't make any addition or subtraction errors. Simply fill in the blank 
check form as you would write a check. 

In addition to tracking your checking transactions and printing checks, 
MacMoney makes it easy to keep track of other banking-type transactions 
such as those relating to automatic tellers, savings accounts, or savings 
certificates. But don't stop there, you can easily enter your cash transactions, 
assets, and liabilities. All this information is then available to you in the 
form of various lists, reports, and graphs. Reports and graphs containing 
customized information may be produced whenever needed. 

MacMoney User's Guide 
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First, you should know about MacMoney's lists. The program maintains 
three lists: Categories, Names, and ID Codes. The Category List 
contains the category name, starting balance, category type, budget status, and 
tax consequence indicator for each category; the Names List contains the names 
and addresses of persons or companies with whom you do business and their 
usual category; the ID Codes List contains the two character ID Codes (used to 
further identify each transaction) and their descriptions. Additions to these lists 
are made by selecting one of the add options from the Lists Menu. 

The Categories List contains categories. Categories are identical to the 
accounts in a business’ Chart of Accounts and may include an account number. 
There are seven category types on the Category List, namely: 

Bank Accounts 

Cash Accounts 

Credit Cards 
Income 

Expenses 
Assets 

Liabilities 

A list of all transactions is maintained by MacMoney and the monetary value 
of each transaction is assigned to a category. Therefore, you can see that all 
transactions may be grouped by category. If your purchase relates to more than 
one of your defined categories, you can split your transaction between as many 
as eight categories, right in the same window. New categories may be easily 
added while you are entering transactions; no need to worry if you've forgotten 
one. 

If you wish, you can forget about budgets, or you may enter a budget for 
selected (or all) categories. Budgets may be referred to as projections. This 
term is more accurate when discussing assets or liabilities. 

Additionally, you may choose whether a category has a tax consequence, such 
as relating to an item that is deductible from your income tax (e.g. some 
medical payments or business expenses). Reports may later be produced based 
on your budget and/or tax consequence selections. 

The Names List is very handy while entering transactions. With one click of 
the mouse, you can enter both name and default category into a check without 
having to type them in. An associated address is automatically available to be 
printed on the check, if you wish. You may also use the Names List to 
indicate persons or companies from whom you receive income. 

MacMoney User's Guide "| 
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ID Codes provide a resource that greatly enhances the flexibility of 
MacMoney. The use of these codes is limited only by your imagination and 
the fact that there is one ID Code per transaction. One common use is to allow 
you to apply various amounts to their normal categories, yet produce a report 
that will group related charges (from different categories). For instance, if you 
want to know the total cost of your daughter's wedding, you may assign 
transactions for food, travel, and clothes to their normal categories, but enter a 

common ID Code (e.g. WD). You can then produce a report of all the costs 
relating to the wedding (ID Code=WD). 

Note: ID Codes can be used as a superset of categories when you 
include several diverse categories under one ID Code (as above). ID 
Codes can be used as a subset when you indicate which of several 
diverse items relate to one category. For instance, Medical Expenses 
may be acategory with various ID Codes indicating which of several 
doctors have provided service. 

MacMoney User's Guide 
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2. STARTUP 

BEFORE STARTING 

MacMoney requires a minimum of a 512K Macintosh. To get the full 
benefit of the program, a printer should be available to print reports and graphs. 
An external disk drive or hard disk is very convenient. The program operates 
with the Macintosh, Macintosh Plus, Macintosh XL, or Lisa computers under 
either the MFS or HES file systems (the program and help files must be in the 
same folder, your system data—all nine files—can be in any folder), using 400K, 
800K, or hard disk drives. 

There are a large number of utilities available for the Macintosh, including 

Desk Accessories, Cache Disks, Print Spoolers, Resource Editors, and Menu 

Bar Editors. These utilities may be installed in your system file, but do not use 
them to delete or change MacMoney files (they bypass our safeguards). 
MacMoney works with programs that leave it enough memory and do not 
modify its resource or other files. However, many of these programs take up 
memory and when used in combination, can use enough space to restrict the 
function of MacMoney on 512K machines. In addition, never change the 
menu items or resources used by MacMoney. You can use some utilities to 
advantage; Switcher and hard disk print spoolers should work correctly, and you 
can take advantage of a Macintosh with enough memory to create a RAM cache 
of 40K to 100K and/or a memory print spooler to enhance performance. 

Even though MacMoney is arranged in a very clear and easy to understand 
manner, you will need to familiarize yourself with several things before using 
the program. Remember, you will need to gather some of your receipts and 
statements so that you can enter your starting balances for various credit cards 
and bank accounts as you build your system. 

First, you must be familiar with the Macintosh computer. You should read the 
first few sections of the Macintosh User's Manual in order to understand how to 
start up a program and how to use the Finder and the Mouse. You will need to 
know how to copy disks in order to make backups of your information. You 
should be able to set the Macintosh's time and date and change its batteries 

when necessary. If you have a hard disk drive, read its manual to see how to 
copy from a floppy disk drive onto the hard disk. 

If you have used MacWrite or MacPaint, you know everything you need to start 
using MacMoney. All the major functions of the Apple [@], Edit, and File 
Menus in our program will be familiar to you. There are additional menus used 
with MacMoney, but don't worry, they all act in a clear-cut, consistent 
manner. 

In this User's Guide we also use the same terminology as you'll find in the 
Apple manuals. You should be familiar with several terms used in describing 
the Macintosh. For more detail, you can refer to your Apple manuals or look 
at the glossary at the end of this guide. 

PGCOHA PAA 
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A SAMPLER OF MACINTOSH TERMS 

Active window 
Button (window button, radio button) 

Click 
Close Box (go-away box) 
Desktop 
Double-click 

Drag 
External drive 
Highlight/Highlighted text 
Insertion bar 
Internal drive 

Menu (Apple Menu, File Menu, and Edit Menu) 

Mouse 

Mouse button 

Pointer 

Scroll Bar (Elevator Shaft) 
Scroll Box 

Zoom Box 

MacMoney is very consistent in the use of commands and most are the same 
as recommended by Apple. Some of the commands you will see throughout 
the program are: 

Backspace key: The primary function of the backspace key is to correct 
typing errors by backing over them at the time of entry. It may also be used to 
delete blocks of information when they are highlighted (white characters on a 
black background). You may highlight text in a box by clicking in it at one 
end and dragging over the rest of the box. 

Close box: The close box (or go-away box) is located in the upper left corner 
of the active window. As in other Macintosh programs, click in this box to 
remove the active window from the screen. 

Dimmed options: Available options for each menu are shown in black, 
bold type. If an option is dimmed (gray), it is not currently available for 
selection. 

Enter key: You can save transactions by pressing the Enter key instead of 
clicking on the Save button. It performs like a click in any highlighted button. 

Tab and Return keys: When moving from box to box in MacMoney, 
you can use either the Tab or Return keys. You can also point and click with 
the mouse. The cursor movement (arrow) keys on the numeric keypad or the 
Macintosh Plus act like a Tab key. 

iG MacMoney User's Guide 
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If you want to review MacMoney commands, remember that you can view all 
menu selections from most parts of the program. Just drag the pointer across 
the menu bar at the top of the screen to pull down the menus without making a 
selection. When you see the option you want, go ahead and select it. 

USER'S GUIDE 

This guide is written and arranged to accommodate people with various 
preferences. If you want to start right in with the program, we have a short 
description of how to begin MacMoney in Quick Start, later in this section; if 
you want to go through a short tutorial, follow the Road Map section. If you 
want more detail as you experiment with the program, the Reference section will 
give you details of all menu options. We recommend that you read the whole 
manual at your convenience in order to get the most out of MacMoney. 

The Reference section will distill each Menu option into a few words and we 
provide a section with an assortment of Practical Examples that show you how 
you can use the program for a variety of tasks. 

There are useful Appendices, an Index, a Glossary, your MacMoney program 
disk, a System disk and a Warranty Registration Card at the end of the Guide. 

STARTING UP 

MacMoney is so easy to use that you may just want to jump in and start 
using your system. If you do, we'll just provide a few short comments and off 
you go! 

Your MacMoney package has come with a System disk and a Program disk, 
each is a 400K (single-sided) disk. The System disk contains the current System 
and Finder from Apple Computer, Inc., along with the ImageWriter and 
LaserWriter drivers. 

Before you do anything else, copy your original MacMoney disks so that you 

have "work disks." Save your original MacMoney Program and System disks 
in the usual safe, cool place. To make copies: 

ao disks (two drive system method): 
Start the computer using the System disk and show the desktop. 

e Insert a blank disk in the external drive and initialize it. 
¢ Copy the MacMoney System disk by dragging its disk icon onto the 

new disk's icon. 
e Eject both disks from the drives. 
e Insert the MacMoney Program disk into the internal drive and 

another blank disk into the external drive—initialize the blank disk. 
¢ Copy the Program disk by dragging the disk icon onto the new disk's 

icon. 

MacMoney User's Guide 
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800K disks (two drive system method): 
e Start the computer using the System disk and show the desktop. 
e Insert a blank disk in the external drive and initialize it as double-sided. 
¢ Copy the MacMoney System disk by dragging the disk icon onto 

the new disk's icon. 
e Eject the System disk from the internal drive. 
e Insert the MacMoney Program disk into the internal drive. 
¢ Copy the MacMoney and MacMoney.Help files onto the new disk by 

dragging. 
e You now have a single disk containing the Apple System and your 
MacMoney program. 

Hard Disk: 
¢ Copy the MacMoney and MacMoney.Help files onto your hard disk by 

dragging the icons. Make sure they are in the same folder if you are 
using an HFS system. 

Always use the work disk when running MacMoney. 

To run MacMoney: 

400K System: 

¢ Start your Macintosh with the System disk work copy. 
e Eject the System disk and insert the Program disk copy. Double-click 

on the MacMoney icon. There will be some disk swaps as the 
Macintosh loads the information it needs. Just follow its instructions. 

800K or Hard Disk System: 
e Start your Macintosh with your work disk or in your normal way on a 

hard disk, then double-click on the MacMoney icon. 

MacMoney works under all releases of the Apple System and Finder, but you 
should know that there have been reports of odd problems with many programs 
using the 3.0 version of the System. Use the System we provide for the best 
results. 

Apple Computer, Inc. has issued some system disks without the standard fonts 
that MacMoney uses. If you are using a system folder other than the one we 
have provided make sure it has these fonts: Chicago (12), Geneva (9, 10, 12, 

14, and 18), and Monaco (9) fonts. Use the FONT/DA Mover program 
(supplied by Apple Computer on their System Disk or on the HD 20 Startup 
Disk) to copy these fonts to your system from the MacMoney System Disk. 
See the Macintosh User's Manual for details on installing fonts. 

MacMoney User's Guide “| 



BACKUP INFORMATION 

There is one vital piece of information that you should know before using any 
computer program. While modern hardware and software is reliable and 
problems are infrequent, there are circumstances that can damage the data on 

your disk. To be blunt, the only absolute protection from lost data 
is to backup your disk! Also, the best answer to the frequently asked 
question of "How often should I backup my disks?" is another question: "How 
much time are you willing to spend re-entering lost information if the worst 
happens?" 

There is another technique that we have used to advantage which is worth 
mentioning. If you are trying to accomplish a particular task with which you 
are not familiar, it is handy to have a floppy based test system. You can then 
try Out any new technique and see clearly how it works before entering actual 
transactions in your real system. 

PGaHA PAA 

GATHERING INFORMATION 

You will need to gather some of your financial records in order to use 
MacMoney. Fortunately, it is so easy to add new categories and other items 
to MacMoney that you need little information to get started. Basically, you 
need your bank account balances, credit card balances, and the amount of cash in 
your possession. However, you can always start with zero and use an 
adjustment later—after MacMoney helps you get organized. 

Don't get so bogged down trying to find the starting figures that you put off 
Starting your MacMoney system. You can set up a simple system with just 
a month's worth of transactions. This will help you get an idea of what you 
can do and what you really need to enter in order to obtain the information you 
want. 

Use the Starting Balance box in the Add Categories window to enter your 
Starting balances. If you're starting in the middle of the year and want accurate 
totals on your reports (especially at year-end), you will need to calculate the 
year-to-date amounts for your income and expense categories. You may then 
use Adjustment transactions to enter these year-to-date amounts for income and 
expense categories into the system. You may also want to look up or calculate 
the value of assets and liabilities to make your whole financial picture accurate 
and complete. It is very easy to add all the goodies after you have started your 
system, so don't let gathering the starting balances and other information keep 
you from getting the benefits of MacMoney right away. 

MacMoney User's Guide [2] 



GQHA PHA 

QUICK START 

Extensive on-screen help is available to you while using MacMoney. Just 
pull down the Apple [@] in the Menu Bar at the top of the screen and select 
About MacMoney, or press the Command and H keys at the same time. A list 
of subjects will be presented. Use the standard Macintosh techniques of 
scrolling to move about the entire list, or just enter the first letter of the 
subject you want to see and MacMoney will instantly go to the first subject 
beginning with that letter, if there is one. The selected subject will be 
highlighted and you can then click on Help to display related information. 

If you are using 400K floppy disk drives, place the work copy of the 
MacMoney System disk into the internal Macintosh disk drive and start your 
computer; eject this disk and insert the work copy of the Program disk. If you 
are using 800K floppy disk drives place your work copy of MacMoney into 
the internal disk drive. If you are using a hard disk, you should have copied 
everything, except the System Folder, from the Survivor disk (the Program 
disk) to your hard disk. 

Double-click on the MacMoney icon. 

Create a newMacMoney system, create a few categories, enter a few balances 
for bank accounts, credit cards, etc. (test or real information) and you're on your 
way. We give you one bank account and a cash account to start your system. 

MacMoney User's Guide 
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3. ROAD MAP 

BEGINNINGS 

We assume that you are as tired of lengthy tutorials as we are. Generally, you'll 
know or can guess most of what they offer, and spend a great deal of time trying 
to pick out the most important items. How many times have you been told to 
turn on the power to the computer? We propose to give you a "Road Map" of 
MacMoney, with enough direction to allow you to see how the program 
works, but not enough to bore you to tears. If you need additional information, 
there is a handy reference section that will provide you with the details of each 
menu item. 

On a single-sided floppy disk you may have one system capable of storing up to 
3,000 transactions, but on either a double-sided disk or hard disk you may store 
up to 6,000 transactions per year. If you have enough room on your disk, you 
may have more than one MacMoney system per disk. 

Each system is composed of a Categories List, a Names List, and an ID Codes 
List and is accompanied by all related transactions. The lists that you create may 
be as complex or as simple as you wish. There are four categories provided for 
you. 

The Categories List that you see when you first run MacMoney will show 
>Misc. In, >Misc. Out, Cash Account, and Personal Checkbook. These are the 

only categories that are essential to run the program! You may not rename 
either of the >Misc. categories, but feel free to rename either the Cash Account 
or Personal Checkbook to any name you like and add as many other Categories 
as you need for your own system. 

Help 

During the running of the MacMoney program, remember the extensive help 
messages that are available to you either when you click on the Apple [@] Menu 
and select the About MacMoney option or when you press the Command and H 
keys at the same time. When you have the list of help subjects visible, you 
may quickly move about the list by using the scroll bar or by just pressing the 
first letter of the subject you want to review. The list will jump immediately to 
the first item starting with that letter. Double-click on any subject to review it 
in detail. 

Starting the System 

Either from your floppy disk or hard disk, double-click on the MacMoney 
icon, or click once and pull down the desktop File Menu and select the Open 
option. You will be asked whether you want to use an existing system or 
whether to create anew one. You will also have access to Help at this point. 
Perhaps you'll want to create a system called "Test" to try out some features 
before creating a "real" system. 
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Create a New System 

If you select Create, you will be asked to name the new system. The Create 
procedure will only have to be followed once for each new system. We provide a 
default name, "New MacMoney Data,” but you may change it to suit yourself. 
A typical name might be "Smith Family '86." The name that you enter for the 
new system will be displayed and printed on all of your reports, so choose it 
with that in mind. 

If you are using a floppy disk system, you will place a blank disk to hold the 
new system in a disk drive. If you have a hard disk system, the necessary files 
may be created on the hard disk. If your computer doesn't directly start the hard 
disk, you must insert the appropriate startup disk. 

Initialize a Disk 

If your disk is fresh out of the box, you will see a message asking you to 
initialize the disk. Click on the Initialize button. When asked to name the disk, 
give it any name except "Survivor." You might choose " '86 Mac$ Data.” 
Click on the OK button when you are ready. 

You will again see the Save System prompt. Click on the Save button. If you 
have a one-drive system, you will be prompted to switch disks. 

System Selections 

You will next have the opportunity to select the starting month, year, and fiscal 
year end for the new system. The Calendar year is most common, but if you 
want a different fiscal year, click on the starting month and you'll see it change. 
When the month is correct, just stop. 

Use the same method to change the year, if necessary. You will find that you 
can click up to four years in the future or in the past. Just keep clicking until 
the proper year is displayed. 

You will have your choice of creating a system with either a 3,000 or 6,000 
maximum number of transactions. On a single-sided floppy disk, you are 
limited to one 3,000 transaction system. On a double-sided disk you may have 
two 3,000 transaction systems or one 6,000 transaction system. On a hard disk, 
you may have any combination and number of systems, up to your available 
disk space. For most individuals, 3,000 transactions will be more than enough 
for one year and this limit may be extended later, when needed (if you have room 
on your disk). 

When everything is correct, click on the OK button. 
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MacMoney 

System: Smith Family '86 was last used on 

Friday, June 13, 1986 at 11:14 AM. 

There are 3 automatic transactions due. 

The Transaction file is 2% full. 

Gr On 

MacMoney will show you some information regarding your system. Youcan |P 
see the name of the system, when it was last used, how many Automatic 
Transactions are due, and what percentage of the transaction space is used. When 
you have read the window, click on the OK button. Further statistics are 
available in the Help option. 

The most common use of MacMoney is to enter bank-type transactions, so we 
automatically offer the select Bank Account window which lists your bank 
accounts. Originally, only the Personal Checkbook will be listed. Upon starting 
a new system you will want to add a starting balance before entering transactions 
so click on the Cancel button now. You can then choose any of the menu items 
from the Menu Bar at the top of the screen. To edit the category Personal 
Checkbook select Show Categories from Lists, position the pointer on the 
desired category and double-click. Make the necessary changes and Save. 

Using an Existing System 

There are a few differences when you are using an already created system. If you 
choose to use an existing system, make sure that you place the correct data disk 
in the external drive (two disk system). If you have one floppy disk drive, click 
on the Eject button, remove the program disk and insert the data disk. These 
steps are not necessary if you are using a hard disk. 

Select the proper system from those displayed. Double-click on the desired 
system or click on it once and then click on the Open button. 

You will then be shown the above window with the system and Automatic 
Transaction information. When you click on the OK button, you will be 
presented with a list of your bank-type categories from which you may make a 
selection. 



If you have Automatic Transactions pending, you can quickly take care of them 
by clicking on Cancel and selecting the Automatics option from the 
Transactions Menu. You will see a window displaying the Automatic 
transactions. You may complete a transaction, skip the transaction for this 
period, or ignore it (you will then be reminded of the transaction the next time 
you start your MacMoney system). 

Note: Make sure that you enter any manual checks you have written 
before you enter Automatic Transactions to preserve your check 
numbering sequence. 

LISTS 

GPrPOnR MacMoney uses several lists, they are: Categories List, Names List, and ID 
Codes List. You can add to these lists while you are entering transactions. 

M Therefore, you don't have to take the time and trouble to carefully enter them all 
before you begin using the program. You can enter any item from any list 

A | directly into your transactions with a click. If you want to see a list that doesn't 
P | show on the screen, pull down the Lists Menu and select the appropriate Show 

(Categories, Names, ID Codes) option. 

While any list is the active window, you may readily move through that list by 
typing the first letter of the name of the item you are looking for. The list will 
jump immediately to the first item starting with that letter. Of course, all the 
usual Macintosh scrolling and paging conventions work on all windows. 

Categories List 

Categories include items such as: Salary, Food, Vehicle Expense, and Visa Card 
(see Appendix A for a more complete list). The maximum number of categories 
that can be entered is 200, not including >Misc. In and >Misc. Out categories. 

Any of your categories may be changed whenever you like. To edit a category, 
position the pointer on one of the categories and double-click on it. A typical 
Category edit/entry window might be: 

Category 

Category Neme 
Starting Balance [-] Tax Category 

Current Balance [xX] Budget 

Category Type 

© Bank Account © Credit Card © Cash 

© Asset © Liability © Income @ Expense 
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Change the name by dragging the pointer over the Category Name while holding 
down the mouse button. When the box is highlighted (with white letters on a 
black background), type in the new name. You have a maximum of 25 
characters for the name. Whenever an information box is highlighted, pressing 
the Backspace key will erase all data. 

To move to another box, use the Tab, Return, or Arrow keys or position the 
pointer in the box and click. 

The Tax Category and Budget boxes allow you to indicate categories that have a 
tax consequence or that you wish to track with a budget. Place the pointer in the | R 
desired box and click to change its status. The Current Balance is calculated by 
the program, you will never enter any amount here. 

Check the appropriate box to indicate the type of category entered. Until the 
category is used, you may change its starting balance and type. Once a category 
is used, accounting practice dictates that this information not be altered. 

However, you can change the tax or budget status or the category name at any 
time. Since MacMoney remembers and defaults to the last category type 
entered, when you change the type, make sure that you click on the correct 
Category Type button before saving. 

When you are adding categories, enter the information you want, click on the 
Save button, and the category will be added to the Category List and be ready for 
instant use. Most Bank Account, Credit Card, Asset, and Liability categories 
have some starting balance, while income and expense categories have zero (0) 
for a starting amount. The Reference section will explain this further. When 
you have finished adding categories, click on the Cancel button. 

Budgets 

While you are not required to create budgets, you can enter simple or even 
complex budgets if you wish. When the Category List is active, click on the 
category whose budget you wish to enter (or edit), pull down the Lists Menu and 
select the Budget option. 

The selected category name will be shown in the top bar and the beginning 
month of your fiscal year will be the first entry in the Month column. You may 
enter or change items in the Budget column. The Actual and Difference amounts 
are calculated by the program. You can see how closely you estimated your 
financial state for the category by examining the Difference column. 

To move about the window, use the pointer or the Tab key until you are in the 
desired box in the Budget column. You can then enter the appropriate amount in 
the highlighted box at the bottom of the window. When you use the Tab or 
Return keys to move to another box, MacMoney will know that you have 
completed your entry and will transfer it to the box in the Budget column. 
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We have provided some features that make the entering of budgets a snap. You 
can, of course, enter any amount one month at a time, but many budgets require 
the same amounts each month or an even increase or decrease in the dollar figure. 

To set up your budget, click on the Budget Amount box relating to the month 
that is to be entered or the month in which the series of amounts start. The dark 
outline will move to that position. If you are entering the amounts one at a 
time, enter the desired amount. If you wish to have MacMoney insert the 
amounts for you, click on the Copy button. You will be shown another 
window that gives you the opportunity to specify the method of calculating each 
monthly amount. 

To fill in each month with the same amount, click in the circle next to Exact 

Duplication. 

To add a fixed amount, click in the Adding Amount Below circle and enter the 

fixed amount. To subtract the amount, follow the same procedure, but put a 
minus sign in front of the amount. 

To multiply by a percentage, click in the circle next to Changing By Percentage 
Below and enter the desired percentage. For example if you want to increase 
your Food budget by 4.4% per month, enter 4.4 in the box. To decrease by a 
percentage, place a minus sign in front of the amount. 

To change any amount in the amount box, drag the pointer over the existing 
amount to highlight it, then type in your new number. 

When you are finished with the Budget changes, click on the Save button and the 
Categories List will be shown as the active window. 

Names List 

The Names List contains the name, address, and usual Category for persons or 
companies with whom you do business. These names may represent either 
in-flow or out-flow of money; for instance, you may add your employer to make 
it easy to enter your salary check. The name can be up to 25 characters in 
length. 

MacMoney User's Guide ™" 
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To add a new name, pull down the Lists Menu and select the Add Names option. 
A typical completed name window might be: 

Name A & Pastoral Market 

Address 2110 Regent St., 

Lawndale, CA. 90013 

Default 

Type in the name of anyone or any company with whom you have financial 
transactions. In order not to clutter up your Names List, you will want to enter 
just the names of entities with whom you have frequent dealings (you can enter 
up to 100 names). For transactions that will probably only occur once or twice, 
just type in the name when you enter the transaction. When you have entered 
the name, press Tab or Return to move to the address box. 

If you want to record an address that may later be printed on your checks, type it 
in next. Note that foreign or unusual addresses are easy to enter, since there are 
no rigid rules to follow. Any eighty characters that will fit in the box will do. 

Lastly, select the default category. This is the usual category that you associate 
with transactions for this name and it will automatically be entered into the 
transaction record whenever you choose this name. If you have occasional 
transactions under another category with the same person/company, don't worry, 
you may easily change the category as you enter transactions. The default 
category may be left blank, if you wish. MacMoney will usually let you do 
things your way, except only when this conflicts with accounting practice or the 
logical progression of the program. For instance, when you are adding to or 
editing your lists, you may not make another window the active window (even 
though you can see it) until you have completed your adding or editing task. 

To see what you have entered, pull down the Lists Menu and select the Show 
Names option. All your entries will be shown in alphabetical order. 

ID Codes List 

ID Codes are one of the most versatile features of MacMoney. Their use is 
limited only by your imagination and the fact that there is one ID Code per 
transaction. You can use them as super-categories or sub-categories to hold 
almost any set of transactions that you need, without creating excessively large 
numbers of categories. 
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An entry on your ID Codes List has a two-character abbreviation (code) and a full 
description. You may use any of the normal characters (A to Z, 0 to 9), but 
please don't use special characters, since some are used internally by the 
program. 

To add ID Codes pull down the Lists Menu and select the Add ID Codes option. 
Your list may contain a maximum of 50 codes. The list is for your reference 
only, therefore you may enter codes in a transaction that are not on your list. 

Enter your ID Code and its accompanying description. Remember to use the 
Tab or Return key to advance to the next box. When you are satisfied with the 
entry, click on the Save button. When you are through entering ID Codes, click 
on the Cancel button. 

Tips For Lists 

It's simple enough to see and get to all your list entries, but what about later, 
when you have a system with several windows full of items? You can use the 
regular Macintosh scrolling techniques, of course, but MacMoney provides a 
quicker way, the single key search. Just press the first letter of any item you are 
searching for and you'll jump to the first entry starting with that letter (if it 
exists). If this is not the item you want, it will be close by, just scroll to it. 
¢ If you change your mind about an entry, and don't want to complete it, click 

on the Cancel button before Saving. 
If you want to edit or delete an entry in any list, double-click on the entry 
while that list is the active window. The edit window will appear and you 
may edit its contents or click on the Delete button to erase it. Two notes 
about delete: 

Categories may NOT be deleted after they have been used in any 
transaction or as a default in the Names List. Secondly, for safety's 
sake, you will be always asked to confirm before the actual deletion takes 
place. When you start a new year, any unwanted list item may be deleted 
before it is used in a transaction. 

¢- To remove any list from the screen, make sure it is the active window and 

click in the close box in the upper left-hand corner of the list window. 
¢ It is a good idea to keep your category titles and names fairly short. 
MacMoney does its best, but even with small type, you can only get so 
much onto 8.5 inch by 11 inch paper. If necessary, the program will shorten 
(truncate) the title or name on reports. 

TRANSACTIONS ENTRY 

MacMoney keeps track of four basic types of transactions: 

Bank Account 

Cash Account 
Credit Card 
Adjustment 
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Within each classification, there are several different uses and variations of 

transactions available. The method of entering transactions is simple and very 
similar for each transaction type. 

Bank Account Transactions 

Remember when we first started, you were presented with a window that would 

let you select a bank account? That window will be presented every time you 
start up MacMoney. If you later want to select a bank account (as we do in 
this case) pull down the Transactions Menu and select the Bank Account option. 

Select the appropriate account from those listed. The accounts listed include 
every bank-type account, so remember to name multiple accounts from the same 
bank so that you can recognize each of them on the display of bank accounts. 

Checks 

Checks comprise the most common type of transaction that you and 
MacMoney handle. Let's see how one is entered. 

Double-click on the desired bank account, or click once and click on the Open 
button and the program will bring up a blank check form. A typical check entry 
might be: 

Balance:::: 4,116.08: 

$:) 122.45 ~— |: 

MacMoney brings up a blank check because we have found that this is the 
most common type of transaction that our users need. If you want to make a 
deposit, pull down the Transactions Menu again and select the Deposit option. 
The form will instantly change from a check to a deposit form, including any 
information you started to enter before the change. 

Take a minute to review the check form. It looks very much like the checks you 
have been using for years. The name of the bank account is shown at the top, 
there 1s a date and check number. You have a place for the payee, the amount, a 
memo, and a category. MacMoney is pretty smart, you will find the current 
balance, date, and check number automatically displayed. 
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You will not have to waste any time telling MacMoney the date and check 
number each time, but of course you may change either entry if you wish by 
clicking in its box and using the standard Macintosh editing techniques. It will 
remember your changes until you exit; in faci, the check number is always 
remembered and the date will be updated when you reenter the system. When 
you Start each new checking account, the check number will be 101. Change it 
to match the next check in your checkbook and the check numbers will be 
incremented with each new entry. 

Now that we have everything synchronized, let's enter the rest of the check. You 
can just type in the name of the payee. However, the whole idea of computers is 
to make things easier. With MacMoney, you can enter most of the 
information with just a couple of clicks. Since we have the list windows on the 
screen, move to the Names List and click on the appropriate name if it is shown 
in the window. If not, click once on the window menu bar or scroll bar to make 

it active and scroll or search for the name. You will see the name and default 
category (if any) appear in the check form. 

If the Names List is not on the screen, pull down the Lists Menu and select 
Show Names List to return it to the screen and proceed as outlined above. 

If the default category is not appropriate for this transaction, just find the correct 
category in your Category List and click on it. The category on the check form 
will then be replaced with the new selection. 

How's that for cutting down on typing? The mouse can really move you around 
this program. For example, a representative was demonstrating the program and 
showing a group all the functions of MacMoney. He demonstrated Help, 
Graphs, Reports, Transactions, Check Registers, etc. After about five minutes, 
he was ready to enter some amounts and found that the keyboard hadn't been 
connected. 

We haven't forgotten those of you who like keyboard commands or the fact that 
they are sometimes more efficient. We have also implemented many common 
functions with command keys. You can press the Return or Enter keys to select 
any button that you see with a heavy double outline. If you pull down the 
Menus, you will see which other items you may select directly from the 
keyboard by pressing the Command and another key at the same time (see 
Appendix E). If you press the Enter key, MacMoney will perform a Save, just 
as if you had clicked on the OK button. 

You will have to type in some information. Go to the $ box and type in the 
amount. If you want to associate a memo with this trasaction, use the Tab or 
Return keys or click in the Memo box. Type in a short description of your 
transaction. Memos may be used in grouping checks for reports and are printed 
on your check stubs when you print your checks. 
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You may also want to use an ID Code to further identify this transaction. This 
is another item that may be either clicked in from your ID Code List or typed in, 
whichever you wish. Memos and ID Codes may be used together to give you 
the most flexibility from your MacMoney system. 

So far, so good. This transaction should be very much like writing a check 
without filling out the stub. MacMoney will always keep your stub-type 
information current in the check register that is automatically created and 
maintained for each checking account. Always enter just the amount, with no 
commas (e.g. one thousand dollars = 1000 or 1000.00). 

The buttons at the bottom of the check form window are different from your 
paper check and provide additional capabilities. The Save button saves the check 
(transaction). The Quit button lets you "erase" any check before it is Saved. 
The Split button provides the ability to take any transaction and easily "split" it 
into as many as eight different categories. Click on the Split button and you'll 
see what we mean. You can easily revert to a single check, before Saving, by 
clicking on the Unsplit button that will appear in the place of the Split button 
on the form. 

If MacMoney detects an error in the check information, a message will be 
displayed. You can fix the problem by correcting typographical errors or adding 
anew category easily, without losing any time. For instance, to add a new 
category while entering any transaction, pull down the Lists Menu and select 
Add Categories. A window will appear, in which you can enter any new 
category. When you Save it, you are returned to your transaction and may 
immediately Save it. 

Split Transactions 

Let's see just how simple it is to enter a split transaction. A common form of 
split transaction occurs when you go to the market and cash a check. Often, part 
of it goes toward the cost of the groceries, but you want to get some cash for 
pocket money. You would usually have separate categories for "Groceries" or 
"Food" and it would be incorrect to have the part of the check going to "Cash" 
show up as "Groceries." 

To enter a split transaction, enter the payee and total amount as always and 
include a memo if you wish. Click on the Split button and the check will 
expand, showing the eight Category boxes and their respective amount boxes. 
You can either type in the categories or just click them in, MacMoney will 
automatically put them in the next open box. You can, of course, Tab or use 
the mouse to place categories into any box you wish. A common example 
might be: 
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Enter the corresponding amounts next to the categories you have entered, check 
the bottom of the window to make sure that there is no money unaccounted for 
(0.00), and click on the Save button. If you have not entered the correct 
amounts or have mis-typed a category (a good argument for clicking in 
categories from your Category List), you will be shown a message. Just correct 
the problem, and click on Save again (see the Reference Section for further 
details). 

Note: MacMoney doesn't require that you know the mysteries of 
double-entry bookkeeping. When you perform any transaction similar to 
the above example, an offsetting entry will be made in the appropriate 
category(s). For instance, you don't have to enter a cash receipt to account 
for the increase of your cash account balance. 

Once a transaction has been saved as a single transaction, it may not be split. If 
you know that you want to split a transaction, but don't know the exact amounts 
(e.g. perhaps you have yet to figure a shipping charge), enter the transaction as a 
split transaction, containing the information you are sure of. When you later 
gather complete details, just go to the check register and edit the transaction. 

Making Deposits, Withdrawals, or Posting Service Charges 

You are almost as familiar with the routine of entering deposits as you are with 
entering checks, although we all wish we could enter deposits as frequently as we 
write checks. If you want to make a deposit, pull down the Transactions Menu 
again, you'll see that there are selections for Checks, Deposits, Withdrawals, and 
Service Chgs. 
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Note: On all the menus, check marks indicate which menu items are 

selected. 

You may change these menu selections at any time by dragging to the type of 

transaction you wish to enter and releasing the mouse button. The information 

already entered, but not saved, will remain in the new transaction form. In 

addition, the border and pattern of the form will change slightly to suit the type 

of transaction you wish to enter (e.g. Deposits have Source and Deposit # items 

rather than Pay To and Check # items). 

Deposit forms have a provision for keeping a record of a Deposit number. Many 

banks do not number their deposit slips, while others do. Also, you will 
frequently throw away some unused deposit slips when changing to a new 

checkbook. MacMoney starts your deposits with Deposit #1. If you want to 

record deposit numbers, enter the correct number for the first deposit and the 
program will increase it by one for each deposit up to a maximum number of 

999999 (as with the check number). 

The same process occurs when you select either Withdrawals or Service Charges. 

The form will change slightly to accommodate the new type of transaction, and 

you can complete and Save the information. 

Registers an 

There is a handy record kept of all transactions. For each type of transaction 

there is an appropriate name (e.g. Check Register, Cash Log, Charge Register, 

Adjustment Register). This Register or Log may be displayed at any time 

during transaction entry. If you want to view or edit any item in one of the 

registers, point at it and double-click! It will immediately be displayed. 

Make Automatic 

Make Automatic provides the means to save any recurring bank-type transaction 

on a special list that will remind you of the next payment date. When you select 

the Make Automatic option, the active transaction will be added to your list of 

Automatic transactions. The Make Automatic option is discussed further in the 
Reference Section of this guide. 

Cash Account Transactions 

You do not have to keep a detailed account of your cash transactions, but you 

should consider keeping some records. This is the one area where everyone's 
money just seems to disappear. It may be your personal spending money or a 

petty cash account, but the principle is the same. 
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There are three common ways of keeping track of cash. You can keep track of 

each purchase, keep track of "lumps" of money, or a combination of the two. 

We recommend the combination. It is not very practical to keep track of every 

cash transaction; do you really want to track 15¢ for the parking meter or 65¢ for 
the pay phone? If you want to, it's easy enough to do, but we recommend that 

you track only larger purchases, such as a $35.00 restaurant meal and enter a 

weekly "Misc." amount for the total of the small cash amounts that were spent. 

As you have probably noticed, the methods of selecting program functions and 

the methods of entering or editing items is very consistent. This makes learning 

MacMoney very easy. To enter a cash transaction, pull down the Transactions 
Menu and select Cash Account. You will be presented with a list of your Cash 

Accounts from which to choose. When you have chosen one, a blank Cash 

Account form will be displayed. This form is similar in appearance to a check, 

but has a double border, dollar signs displayed in the lower corners, and a 

different background pattern. If you are interrupted, these form changes help by 

showing where you were in MacMoney before the interruption. 

MacMoney will show you the form for a cash payment. If you want to record 

a cash receipt, pull down the Transactions Menu again and select the Receipts 

option. In either case, the current balance of the account will be shown in the 

upper right-hand comer. The Pay To of the check becomes Reason, or Source 

(for receipts) and there is no Check # shown. Enter your information and click 

on the Save button. You may Split a cash payment or receipt, just as you can 

split a check. When you are done with all your cash entries, you can click on 

the Quit button to remove the form from the screen. 

Credit Card Transactions 

Once again, MacMoney is very consistent. Credit card forms look very 

similar to the other transaction forms. The form's outline and pattern changes, 

the wording changes to suit the new type of transaction, but everything works 

the same. The check's Pay To becomes Merchant and there is no Check #. Just 

make sure that you select the appropriate category, enter the amount and a Memo 
or ID Code if you wish, and click on the Save button. 

To pay your credit card bills, it is just as easy. Enter a check or other bank 

account transaction, use the credit card as the category, and it's done. 

MacMoney even handles returns on your credit cards for you. Just pull down 

the Transactions Menu again and select the Returns option. 

When you don't pay off your account each month, and few of us do, you will be 

billed for a finance or service charge. If you select the Service Chg option, you 

can easily enter this amount where it will be properly added to your account 

balance and kept track of for later reporting. 

MacMoney User's Guide i" 
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Note: You may split credit card purchases, but never split payments 

to any credit card. For further information, see Paying a Credit Card 

by Check, under Personal Use in the Practical Examples section. 

Adjustment Transactions 

Adjustments are the means by which you can change an account's current balance 

in a way acceptable to most bookkeepers and accountants, since it leaves a record 

of the change date and reason. Another common use of Adjustment transactions 

is to show the appreciation or depreciation of your assets. You can correct many 

common transaction errors without an adjustment by simply editing the saved 

transaction (double-click on the transaction from one of the registers or logs to 

edit it ). 

Let's say you own a home that you purchased one year ago for $72,000. What 

is it worth now? It probably has gone up in value, but without a change, your 

original amount would still be shown in your MacMoney reports. You have 

made no transaction directly related to its worth, yet it is worth more. 

You record this type of change with an adjustment. Pull down the Transactions 

Menu and select the Adjustments option. The list of available categories will be 

displayed on the screen with a message requesting you to select a category. After 

you select the desired category and Open it, the adjustment form will be shown: 

House Balance 

Date 06/18/86 

Reason | Appreciation since 6/85 ¢ [ 2000.00 

Memo increase value of house 

Once again, the form is similar to other transaction forms. Since there is no 

actual transaction, there is no category box shown. Some accountants like to 

Category Adjustment 

ID Code 

enter some form of "vapor money” category, but the Reason and Memo boxes 

serve to classify the reason for the adjustment and/or where the value came from. 

In our case, we entered "Appreciation since 6/85" in the Reason box, 2000 in the 

$ box, and "increase value of house" in the Memo box. An ID Code can also be 
entered if it is useful. These entries will allow you to go back after a few 

months and have a record of why, how, and by whom (remember the ID Code) 
any adjustment was made. 

MacMoney User's Guide 
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Adjustment Transactions deal with one category at a time, so they cannot be 
Split. 

The Make Automatic and Reconcile Account options are covered in the 
Reference Section under Transactions Menu. 

PLANS 

A welcome addition to any financial program is MacMoney's ability to plan 
for the future, instead of just recording what has already happened. You can 
calculate loans, print amortization tables, calculate the results of your financial 

ventures, or calculate and print a retirement plan with this versatile group of 
financial calculations. 

Loan Planning 

When you pull down the Plan Menu and select the Loan Planning option, a 
small window is displayed. Using this simple window, you can quickly 
calculate loans and print amortization tables, examine "what-if" financing 
possibilities, or compare the effects of changing interest rates or the length of 
the loan's term. You may even calculate interest only loans and balloon 
payments. A sample window might be: 

Loan Planning 

© Loan Amount {3750.00 

© Term 

© Interest (APR) Total Interest 

@© Payment 125.21 

© Balloon Pymt 

Calculate 

If you want to figure out the payment for a new computer, enter the amount you 
want to finance as the Loan Amount, the length of the loan under Term, say 3 
years (you could use 36 months instead of 3 years), and the interest rate 
(remember to use the Annual Percentage Rate, not the simple interest rate). To 
indicate what you want to calculate, click in the circle next to Payment. Both 
the payment and the Total Interest for the loan will be displayed. 

You can change any entry and recalculate the results; just use the normal 
Macintosh editing procedures and click on the Calculate button again. 

MacMoney User's Guide an 
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If you see that the payment is too high, you may want to consider a less 
expensive computer system. Enter the amount of the payment that you feel you 

can afford in the Payment box. If you are assuming the same Interest Rate and 

Loan Term, just click in the circle next to Loan Amount and then click on the 

Calculate button. You can see how large a loan you can afford. You can use the 

same procedure to examine the effects of loan length or interest rates. 

If you want to view or print the details of any loan calculation, click on the 

Print button. You can enter a loan title, the loan source, loan number, and first 

payment date and display the loan summary or detail on the window or send it to 

the printer. You can also select a range of dates during the life of the loan if you 
wish. This can be handy if the IRS asks for documentation of your interest 

charges for a certain period. 

The Summary button of the Loan Amortization Schedule will print the heading, 

yearly values of the loan, and the ending values. The Schedule button will print 

the above plus the monthly detail for your loan, including the amount going 

toward interest, toward principle, and the percent of the loan paid. 

Retirement Planning 

We all should consider what retirement will mean to our financial condition. 

Only then can we properly plan for its arrival. MacMoney provides the means 
of checking your progress toward financial independence during your retirement 

years. Pull down the Plan Menu and select the Retirement Planning option to 
display: 

Retirement Planning 

Present cash 

Retirement income 

A Ul 

adjustments (+/-) 

Retirement expenses 

adjustments (+/-) 

Avg rate of return (2%) 

Inflation rate (%) DUN = OO OUI AWN! NUA NOS NODR —-OWNNA UWL 

Retirement year 

@® Use capital 
Yrs income requi : 

quired © Use income only 

Calculate 

GP On 
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Boxes are provided for the entry of the information required to match monthly 
retirement income plus investment income to the monthly retirement expenses 
that you expect. Enter the figures shown in the sample above. 

To calculate the results, using only your retirement income and leaving your 
capital undisturbed, click in the circle next to "Use income only." Click in the 
circle next to "Use capital" to use both income and capital in the calculations. If 
you include capital, you will have no capital left after the number of years 
entered in the Yrs income required box. You can also print out the results of 
your calculations. When you are finished, click on the Calculate button. 

The amount of additional savings required to meet your entered retirement goals 
will be displayed. If your estimated income for the items entered is equal to or 
greater than the estimated expenses, the message "Present savings are sufficient" 
will be shown. 

If you do not enter enough items for MacMoney to use in any calculation, a 
message will be displayed. Enter the additional items and click on the Calculate 
button again. 

The boxes labeled adjustments (+/-) are provided for you to add to or subtract 
from your income or expenses without losing track of your original entry. 
When you click on Calculate, the adjustments are automatically added to the 
original amounts before calculation. 

To print the results, click on the Print button. You will then be asked for the 

name of the plan which can be displayed on the screen or sent to the printer. 

Future Value/Goal 

To evaluate your investments and really see the effect of interest rates and 
inflation on any investment, this is MacMoney's solution. You can quickly 
explore what effect variations of your original entries have on results. Entries in 
the Future Value/Goal window are entered and edited in the same manner as 
described in Loan Planning. Click on the circle representing the value you want 
as a result of your calculations. 

7 

MacMoney User's Guide =" 



eanmrmnmeenrnnmtrwe PD B® MacMoney User's Guide 

MacMoney calculates the buying power that the Future Amount will have at 

the end of your investment. For example: 

Future Value/Goal 
Starting Save 

© Present Amount Year Monthly 
97.04 

© Time 69.47 
86.30 

Interest rate % Re ei hs 
Oo 146.30 : 207.06 © Inflation rate 7 329.33 

@ Future amount or 697.67 

Buying power 

Calculate 

In the above window, you will have a very nice amount at the end of your 

investment. However, those years of inflation have diminished the buying 

power of the money that you will have. Additionally, notice that MacMoney 

calculates the amount that you would have to save monthly to equal your 

investments results. 

To print your results, pull down the File Menu and select the Print Window 

option, or press the Command and P keys at the same time. 

Note: When you use the Print Window option or its command key 

equivalent with the Apple LaserWriter, the printing status message is 

also printed. To avoid this, first move the window to the bottom of the 

screen, or press the Command, Shift, and 3 keys at the same time, and 

later print the file that is created on the LaserWriter using MacPaint (See 
File Menu, Reference Section). 

REPORTS 

Once you have entered your financial information, you will obtain little benefit 

unless you are able to display and print the results. MacMoney provides two 

means of returning information, reports and graphs. Let's take reports first. All 

reports may be viewed on the screen, saved to a file, or printed. Information that 

is saved to a file may be transferred to other programs (See Appendix F). 

If you wish to use the reports that have already been set up for you, there are 

seven standard reports offered by MacMoney. The available standard reports are 

shown at the top of the Reports Menu when you pull it down. 
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If you want to control what your reports contain, the next three options will 
present windows which will let you select the items you want included in or 
excluded from reports. You may save the selections for future use and recover 
them, if you wish. You will need some data before you can print a meaningful 
report, but pull down the Reports Menu and take a look at some of the options 
offered. 

GRAPHS 

The Macintosh is great when it comes to graphics, combining speed, appearance, 
and ease of printing into one package. We took advantage of its features to give 
you an outstanding array of graphs that illustrate both your current financial 
condition and where your finances are heading. 

The Graphs Menu provides eight selections. They are separated into sections. 
The first four items are called the standard graphs. With a couple of clicks, 
meaningful graphs will be displayed. Just as in reports, if you want to carefully 
control the information that is being calculated and displayed, select one of the 
next three options and create your own graphs. Your selections may be saved for 
later use and recovered when desired. 

You are able to display a wide range of line and bar graphs with MacMoney, as 
well as a selection of expanded pie charts. The last selection, Trend Line, places 
a trend line on all custom line and bar graphs. Another click on the same 
selection will remove the Trend Line. 

Without any data, you will not have much to see if you choose a graph, but you 
might want to click on one of the custom graph selections to see the wide 
variety of choices available to you for getting your graphs "just right." 

You can immediately print a graph by pressing the Command and P keys at the 
same time, or pulling down the File Menu and selecting the Print Window 
option. This feature is very handy since it will print any active window in 
MacMoney. You may want to make special note of it (see LaserWriter 
comments above). 

Note: See File Menu in the Reference Section for printing graphs 
with the LaserWriter. 
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4. REFERENCE 

The Reference section of the User's Guide contains all the information that 
makes your life easier while running MacMoney. It helps you find quick 
responses to specific questions regarding MacMoney options and procedures. 

The Reference section is organized in the same order as the Menu Bar for quick 
access. Each item on the menu bar is highlighted in turn and followed by an 
explanation. For additional information, refer to the Appendices and Index at the 
back of this guide. 

@« File Edit Transactions Lists Plan Reports Graphs | 

The Apple Menu contains the MacMoney Help List option, and includes your 
System options for accessing standard and custom Macintosh desk accessories. 

Kg Select the About MacMoney option 

“41> About MacMoney... # or press the Command and H keys at 
ei the same time to show the Help List pauncaee SRA aA from any et the program, Pate 

Chooser option is momentarily not available, 

KeyCaps it appears in gray type. The Help List 

Scrapbook can be scrolled like any other 
Alarm Clock Macintosh list. To quickly find a 

subject, press the first letter of its 

name and you will instantly see the Help List for that letter. Select a topic by 
double-clicking on it, or click on it once, then click on the Help button. You 
can show the system statistics by clicking on the Show Statistics button. 

WHaAAwMAR AW A 

Many of the actual help windows are scrollable, if you don't see the help you 
want, remember to page or scroll through the whole section. 

When a help window appears, the buttons at the bottom of the window will 
move you one topic forward or backward, return you to the Help List, or Cancel 
help and return you to the program. MacMoney will resume from the point 
you were at when you asked for Help. 

There is a Help button when you first enter MacMoney. If you need help 
remembering how to begin, click on this button to go to the Help List. 

The Show Statistics button will display the Current Statistics of the loaded 
system. You will see the number of Categories, Names, ID Codes, percent of 
transactions used, and the starting and ending date of your fiscal year. Whole 
percentages are shown, so the percent will change after every 30 or 60 
transactions depending on whether a 3,000 or a 6,000 transaction system is 
loaded. 

MacMoney User's Guide 
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The File Menu allows you to open and close MacMoney systems. It contains 
options for setting up your printer, printing windows, and starting a new year. 
To end each work session always use the Quit option from this Menu. 

When you select the New option, you can create a 

new MacMoney system without restarting the 

computer and/or program. Close the current system 

by using the Close option in the File Menu. Select 

the New option and you'll be asked to enter a new 

system name, select a year, and the size of your 

system. The New option in the File Menu 

performs the same function as the Create button you 

see each time you start the MacMoney program. 

Page Setup 

Print Window &sP 

When you select Open, you can switch to another 

MacMoney system without restarting the 

computer and/or program. Close the current system 

by using the Close option in the File Menu. Pull 
Page Setup the File M eel he O ; A 
Srint (indaus.2ee down e File Menu and se ect the Open option. 

list of existing systems will appear. Select the 

system you want to open and it will be loaded for 

you. 

N@u Use the Close option to close the current 

Bpen... MacMoney system. This option is used most 
often when you want to change from one system to 

another without restarting the computer and/or 
Page Setup 

Print Window sxep| “acMoney program. 

MacMoney User's Guide 



j f 

SS @G@aeoek&kkrm ® 

NGM o., The Page Setup option tells the Macintosh what 

OPER... kind of paper you are using. When you select it, the 
standard Apple page setup window will appear. Refer 

to your Macintosh Manual for additional information 
Page Setup and an explanation of the various page setup options. 
Print Window s#P 

Some of the MacMoney reports are quite wide. If a 

report does not fit properly on a page, just print it 

with the format set to wide using the lengthwise 

page icon. You need no special commands to print 

reports on the Apple LaserWriter. Remember to use an 84-90% reduction for 

reports. 

R 

ae EB 
NG .., The Print Window option is used to print to the z 

Dpea printer the window on the screen that is active. All 
MacMoney graphs are printed using this option. If = 

the window doesn't print, check to see if your printer | ® 
Print Window =P iS powered on, connected to the computer and has E 

paper in it. N 

Cc 

E 

Note: When you use the Print Window option or the Command-P 

key sequence with the Apple LaserWriter, the printing status window 

shown on the screen will also be printed. To avoid this, move the 

active window to the bottom of the screen or press the Command, 

Shift, and 3 keys at the same time to create a file, and later print the 

file on the LaserWriter using a paint program. 

N@uw ., Start New Year creates a new year in much the 

Dpen ... same fashion as starting a new system. If you havea 

single-sided floppy disk, you can store one system on 

it (3,000 transactions), a double-sided disk, two 
Page Setup ; 

: : systems or an extended system (6,000 transactions), 
Print Window 3sP ne : 

and additional systems on a hard disk. 

Start New Year 
Be sure to make a least one copy of your current 

year's data disk and save it in a safe place before you 

start anew year. 
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Each time you enter the program, MacMoney will tell you if any Automatic 
transactions have not been completed. Before you start a new year with 
MacMoney, check to see that your Automatic transactions have been 
completed (or skipped) for the past year. 

Either Pay, Skip, or Delete all Automatic transactions still pending for the past 
year before continuing. A new system will not be created with old Automatic 
transactions still pending. All Automatic transactions not deleted will be carried 
over to the new year. 

When you select the Start New Year option, the following window will appear: 

Note: The following description relates to floppy disk systems. The hard 
disk system is even easier, since you do all operations on the same disk. 

Save system as: Smith Data... 

Personal 8? : 

Cancel Drive 

Start New Year Entry 

Eject current data disk This will prepare MacMoney for 

creating a new data file. 

Insert new disk in a disk The disk you insert will be used to 

drive; the disk should hold your new year's data and 

should be blank when you start 

our current data disk this procedure. 
Type in anew name. Remember, 

this name will be shown on your reports 
This will set up the disk with your new 

name and give you the next window. 
Enter the starting month If for some reason you want to 

for new fiscal year and choose change your fiscal year you may 

the size of system you do so. You can also choose either a 
want to create, or just accept 3,000 or 6,000 transaction size 

the defaults system. If there is not enough 

room on the disk, you will not be 

able to create a system. 
This will actually create the system 

on the indicated disk and complete 

all preparations for data entry. 

have a different name from 

Click on the Save button 
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Note: If you insert your current data disk instead of a new disk and 
enter the same disk (volume) name, your previous year's system will be 
destroyed! To avoid destroying the previous year's system, add the year 
to each system data disk's name (for example, use "Mike's Data 87"). 
If you really want to destroy the data on the disk, confirm this decision 
when asked. 

MacMoney will transfer all your categories including the appropriate category 
balances to your new system. 

If you want to delete any categories or change any starting balances, now is the 
time to do it. If you enter any transaction or use a category as the default for a 
new name, that category or starting balance cannot be changed until the next 
year. 

NGM .., Always exit MacMoney by selecting the Quit 
Open... option from the File Menu or by pressing the 

Command and Q keys at the same time. This will 

safeguard your financial information, including any 
recent additions or changes. 

Po re rer rrr error trey oo 

Page Setup 

Print Window 3%#P 
Oe cones cee cesacoesesecsessesreesseeesesesasconssseenceesesesnseses 

PQA ZH Aw WD ww Start New Year 

| @ File (tle Transactions Lists Plan Reports Graphs 

MacMoney's Edit Menu presents options for editing text you enter into the 
system, including categories, names, amounts, ID codes, or memos. Standard 
Macintosh editing procedures are used throughout the program. Refer to your 
Macintosh Manual for additional information. 

Edit 

Cut 36H 

Copy sx#C 

Paste x#vD 

Use the Cut option (Command-X) to remove any text which 

you have selected by highlighting. The text is removed from 

the window but saved on the clipboard and can be placed in 

any entry box using the Paste option (Command-V) from the 
Edit Menu. 
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Use the Copy command (Command-C) to save a copy of any 
Co EC text you have highlighted. This command leaves the text 
ct. intact in the window. Itcan be pasted as described below. 
Paste S#DU 

Use the Paste command (Command-V) to place whatever 
was last Cut or Copied into the text, starting at the insertion 
bar position. Only the last Cut or Copy operation is saved 
and may be restored with this command. 

Cut 36H 

Copy #C 

Paste #I 

@ File Edit Bittutyradiipm Lists Plan Reports Graphs 

The Transactions Menu controls the entry of MacMoney's four basic types of 
transactions: 

e Bank Account 

e Cash Account 

¢ Credit Cards 
¢ Adjustments 

You can select options to enter Automatic transactions or bank-type transactions 
or to review your registers or logs through this menu. All registers and logs of 
transactions show the most recent transactions first, since these are the items 
you most likely want to view. You may either search or scroll through the 
entries to find any entry not showing in the window. 

Here you will find advice regarding the simple entry procedures for some of the 
more complicated financial transactions that you regularly encounter. For 
instance, there are instructions for entering split transactions (i.e. transactions 
that involve more than one category). See Entering Transactions later in this 
section for more detail. 
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Transactions 

Bank Account 

Cash Account 

Credit Cards 

Adjustments 

Automatics 

Reconcile Account 

Bank Accounts relate to your checkbooks, savings 
accounts, Certificates of Deposit, or any other 
bank-type accounts you have. When you pull down 
the Transactions Menu and select the Bank Account 
option, you will need to tell MacMoney which 
account you wish to use. You can change accounts 
at any time (even when you are entering information) 

by pulling down the Transaction Menu again and clicking on Bank Account to 
display the bank account selection window. 

A blank check form will automatically appear on the screen after a bank account 
is selected. If you pull down the Transactions Menu again, you'll be able to 
select one of the other types of bank account transactions and the window's form 
will change appropriately. Any bank account transaction can be split between a 
maximum of eight categories. See Split Transactions later in this section. 

Transactions 

“Bank Account 

fash ficcaunt 

fred? fards 

Rifjustiments 

Riuiomeawics 

Reeanciie Recount 
Oo Ree reer ee eee R Estee Sere er Eeaseaeeeeeeseaseeesnensesancoreseresesessesoess 

Deposit 

Withdrawal 

Service Chg 
Oe rrr rrr rrr ry 

Check Register &R 
Pr rrr rir rrr tr rire 

Make Automatic SA 

MacMoney User's Guide 

Bank Account/Check transactions record the 
actual checks you write from a currently selected 
bank account. You can record checks that are 
manually written and, if you have purchased 
preprinted check forms, you can print them. See 
Appendix C for a sample check and ordering 
information. 
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Transactions 

“Bank Account 

fash fccaunt 

frede?z Carts 

Rifiustments 
Riuiomeaties 

Recancife Rec court 

Withdrawal 

Service Chg 

ASCO ese meee ee een sees ee see eens eEeeneEsseeseserasseerseseseesrassessenesess 

Make Automatic SA 

Transactions 

“Bank Account 

fash flecaunt 

fred: Cards 

Riiustments 
RUD Mails 

Recanciie Recount 
See eer eee reese ss aseeseseseseessseesesceeseseseeseesesseseesesreseesesessees 

Peete Deere ee ee sees ee eee sess ses ess eees erase sensssesssasescasesenseceeseeses 

Orr rir iii i rr rr 

Make Automatic sfA 

Bank Account/Deposit transactions record 
deposits you place into the currently selected 
bank account. Each deposit can be numbered and 
the number saved by MacMoney. 

Bank Account/Withdrawal transactions are 
those where a check is not written, but your 
account balance is reduced. Withdrawing cash 
from your savings account or getting cash from 
an automatic teller window are examples of a 
withdrawal. 
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Transactions 

“Bank Account 

fash flccaunt 

fred? Cards 

Rifjgustiments 

Riutomatics 

Rercancile Recount 
Prt Titi iii i rr rr 

Deposit 

Withdrawal 

YService Chg 
Orr er 

Check Register 2R 

Make Automatic sfA 

Transactions 

“Bank Account 

{fash ficcaunt 

fred Cards 

Rifjusiments 

Rs Mawics 

Recanciie RecouRt 
PIII rrr irr i rr rrr rrr ry 

Deposit 

Withdrawal 
Service Chg 

Or er re 

“Check Register Rh 

Check 

01/02/86 Check 

01/02/86 Check 

01/04/86 Check 

01/04/86 Check 

01/05/86 BnkDep 

01/05/86 Check 

01/05/86 Check 

01/08/86 Check 

MacMoney User's Guide 

Bank Account/Service Charge transactions 
record the various charges made by your bank 
against your account. Examples are flat-fee 
checking account charges, finance charges, 
money order or cashier's check charges, etc. 

The Bank Account/Check Register is a 
list of all your bank account transactions. Only 
a certain number of transactions may be held in 
memory at a given time (we call this amount a 
gulp). To view a list of the next gulp or the 
previous gulp, click on the Previous or Next 
button at the bottom of the window. You can 

use the scroll bar to view all transactions within 

a gulp. A sample check register is shown 
below. 

Check Register 

Jones* General Store 

American Oil Co. 

A&P Market 

Cash 

New Home Mortgage Co. 

Survivor Software 

Tom Jones‘ Repair 

Clothes For Tots 

Jones’ General Store 
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Scroll through the register to review transactions. The Search button at the 
bottom of the window lets you search any transaction by its date or Pay To 
(Source for deposits). You also edit transactions through the register. When a 
transaction you wish to edit is displayed, double-click on it. The original 
transaction will appear. Make any changes, then click on the Save button. 

Transactions 

“Bank Account 

fash ficcaunt 

frede farts 

Rifjustments 
Ru MBLs 

Recanciie Recount 
Pee mere aren cena en see esos esse ese eeeeesas ee eeessesesesesensseersuseseuscenes 

Automatic transactions are used to remind you of 
important payments or other bank transactions. 
When you set up a recurring transaction for 
Automatic entry, it can prevent you from having 
to manually type the transaction information 
every month. 

The Make Automatic option will take any 
bank-type transaction and place it on your 
Automatic transaction list. 

Deposit 

Withdrawal 

Service Chg 
sie salsa ioeaiey shea swiias tuieless chtesiapndeiitestadaagaud eeateea th Automatic transactions can be any bank 

account-type transaction. Therefore, Automatic 
Sas sta ee a te tates transactions may be checks, deposits, 

“Make Automatic #A withdrawals, or service charges. 

To start an Automatic transaction, select the Bank Account option from the 
Transaction Menu, then select the account you want. If the Automatic 
transaction is a check, just start entering the information as you normally would. 
Verify that the check number is correct, fill in the Pay To, Amount, Category, 
ID Code and Memo boxes. The date is not used for the Automatic (it is only 
needed if you are going to issue the check during your current MacMoney 
session). Automatic transactions have no dates associated with them since the 
date is added each time the Automatic function is used. 

Make Automatic Transaction Entry 

Select the bank account You can have your Automatic 
category for the Auto- allocated to any of your bank 
matic transaction accounts 
Click on the appropriate You can choose a check, deposit, 
type of transaction to withdrawal, or service charge to 
Make Automatic be an Automatic transaction 
Enter the transaction Fill out the form's boxes as 
information as you normally appropriate. 
would 

(continued on next page) 
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Make Automatic Transaction Entry (continued) 

Remarks 

¢ Pull down the Trans- You can make any bank-type 
actions Menu and select transaction an Automatic 

¢ Click the months in which You can select all months, quarters, 
you want to be reminded or random months in which to be 
of oe transaction ule reminded of the pending 

transaction 
° Click on arr Save Saree The transaction will be saved and 

your Automatic transaction list 
will be updated 

You can use any bank-type transaction that has already been completed as the 
basis for your Automatic transactions. Display your register or log and 
double-click on the transaction you want to bring up the edit window with that 
transaction displayed. While the edit window is active, pull down the 
Transactions Menu and select the Make Automatic option to enter this 
transaction into your Automatic transaction list. 

The original transaction is not saved as a transaction (e.g. paid in the case of a 
check) nor is your account balance increased or reduced until you click on the 
Save button or press the Enter key. If you don't wish to make it a real 
transaction right now, simply click on the Cancel button. Your Automatic 
transaction will stay in the system and your bank account balance will remain 
the same. 

If you want to enter several Automatic transactions at one time, it is easier to 

bring up the transaction form once and edit the form several times. Remember 
that the form's date and check number are not used in Automatic transactions. 
Click on Make Automatic, for each one. Click on Cancel when you've finished 
entering the entire batch. 

Every time you Start up the MacMoney program, you will be reminded of any 
Automatic transactions which are due. To examine or "pay" them, pull down 
the Transactions Menu and select the Automatics option. 

Transactions 

Cash Account 

Credit Cards 

Adjustments 

Automatics 

Reconcile Account 

Cash Account transactions record the amount of 
cash you have on hand. This can refer to a petty 
cash box as well as your pocket money. One cash 
account can be used to monitor all your cash 
transactions, or you can create multiple cash 
accounts. 
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You might want to create a petty cash account for your business as well as a 
personal cash account. Cash transactions can be split between as many as eight 
categories. 

Transactions 

Bark Recount 

“Cash Account 

iredt £ artis 

Riifustments 

Rito ma ties 

Reoancife Recount 

“Payments 

Receipts 

Cash Log 

Cash Account/Payments record cash paid for 
purchases. Gasoline you purchase with cash or 
snacks at the ball park are typical cash payments. 

Transactions 

Bank Recount 

“Cash Account 

fred facts 

Riljusiments 
Reutomaties 

Recancile Recount 
Se eens sence reereesereesesensreeseseseseseeseseressssessosesesseses 

Cash Account/Receipts are used to record cash 
coming in. A payment made to you for services or 
repayment of a loan in cash, are examples of Cash 
Receipts. 

Pee errr rr a 

Cash Log 

Transactions 

Bank Recount 

“Cash Account 

fredit f arctis 

Riijustments 

Riutomearwies 

Recancife Recount 

Cash Account/Cash Log provides a record of 
each cash transaction in the system. Only a certain 
number of transactions can be held in memory at one 
time; we call this a gulp. Click on the Previous or 
Next button to tell MacMoney to gulp another 
batch. Use the scroll bar to see various transactions 
within a gulp. 

“Cash Log 
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Cash Account 

04/07/86 CshPmt 

04/07/86 CshPmt 

04/11/86 CshPmt 

04/20/86 CshPmt 

04/24/86 CshPmt 

04/25/86 CshRct 

04/28/86 CshPmt 

05/06/86 CshPmt 

05/21/86 CshPmt 

Cash Log 

Father's Day Camp 

Lottery tickets 

Out-of-Pocket 

Out-of-Pocket 

Bowling & Burgers 

Survivor Software 

A & Pastoral Market 

Dollars to Donuts 

Airport Parking 

Scroll through your cash log to review transactions, and select the ones you wish 
to edit. You can search for a particular cash transaction by date and/or Pay To 
(Source for Receipts). Click on the Search button and enter the information you 
want to search for. 

When you see the cash transaction you want to edit, double-click on it. The 
original transaction form will appear in the window. Make your changes, then 
click on the Save button. 

Transactions 

Cash Account 

Credit Cards 

Adjustments 

Automatics 

Reconcile Account 

HOQOZwWAw HW ww 

If you use credit cards, you'll want to create some 
credit card categories. When you want to work with 
credit cards, select the Credit Cards option from the 
Transactions Menu, then select the credit card 
account with which you want to work. Credit card 
transactions may be split over a maximum of eight 
different categories. 

To pay your bill, you'll usually write a check for your credit card payment, enter 
a bank account (check) transaction and use the proper credit card as the category 
for the transaction. 

Note: Checks written to pay a credit card account should never be split. 
You always want the entire amount of the check to go toward your credit 
card balance. 
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Transactions 

Beak Rec our? 

fash Account 

“Credit Cards 

Ri fusiments 

ReomMmeavlles 

Recancilie Recount 
errr iii rr tir ert 

Return 

Service Chg 

Charge Register %#R 

Transactions 

Beak Rec ouRrr 

fash ficcount 

“Credit Cards 

Ri fusiments 

Retomaeaties 

Recanciie Rec auaRt 
re rr rrr rr rrr 

eee ree ere sera sereseseeeseessesssassseereussesasseeseenseeseseaseaesseseess 

Charge Register 3R 

Transactions 

Beak Recount 

fash ccaunt 

“Credit Cards 

Ri justments 

Rutomatics 

Recancife Rec puRt 
seer eeeresereeessccecesescessseessesssrsessesssscssscssesecasecessessceses: 

Credit Card/Charge records the actual 
purchases you make. Enter the merchant, the 
correct amount, and use the category which 
relates to your purchase. If you use the card to 
pay for a new coat, you might use clothes as the 
category. 

Credit Card/Return transactions are used to 
record the return of any item which you purchased 
on your card, and took back for credit. Enter the 
same merchant and category(s), used when you 
entered the purchase and the amount of the credit. 

If you don't quite pay off the balance on your 
credit cards every month, you'll be assessed a 
finance charge. When your credit card statement 
arrives, check it to see how much the service 
(finance) charges are for the month. 

Credit Card/Service Chg transactions are 
used to record service or finance charges, which 

often have a tax consequence and should be flagged 
for tax purposes. You normally create an expense 
category for these charges. 

MacMoney User's Guide 



SeoestktesestasSs wf 

Transactions 

Bank Recount 

fash ficeaunt 

“Credit Cards 

Ri fusiments 

Reomatics 

Recancife Rec eur 
POO e eer eee se TOFS e OEE ESOS SEES ESSE SEES SESE SSEEEseEeeEeRHSeseeesEESEEESeeees: 

Return 

Service Chg 
rrr rr 

“Charge Register #R 

Visa Carte 

02/11/86 CrdChg 
02/28/86 CrdSvc 

03/09/86 CrdChg 
04/15/86 CrdChg 
05/02/86 CrdCng 

05/25/86 CrdChg 
07/25/86 CrdChg 

09/08/86 CrdChg 

09/10/86 CrdChg 

Credit Cards/Charge Register provides a 
record of all your credit card transactions. When 
you select this option, you will see a list of 
transactions like the one below. 

Charge Register 

Velvet Turtle 

Monthly Service Charge 

The Mensweare Shop 

Sleepy Motel 

Maynard's Yoghurt 

Off-Brands Paint 

Lee Wong's 

Breakwater Inn 

Music Center 

Only a certain number of transactions can be held in memory at one time. We 
call this a gulp. Click on the Previous or Next button to tell MacMoney to 
gulp another group. You can scroll transactions within a gulp or you can search 
for a particular transaction by clicking on the Search button. MacMoney will 
search the register by date or by Merchant. 

Edit a credit card transactio n by double-clicking on it to bring up the transaction 
as it was originally entered. Make your changes, then click on Save. 

Transactions 

Bank Account 

Cash Account 

Credit Cards 

Adjustments 

Automatics 

Reconcile Account 

> 

Adjustments are transactions which correct errors 
or record changes in any category's balance. The 
adjustment form has entry boxes for Date, Reason, 
Memo, Amount, and ID Code. To make an 
adjustment which reduces a category balance, use a 
minus sign in front of the Amount. You don't have 
to worry about credits or debits, MacMoney is 

smart enough to know that you want the balance to increase with a positive 
number (+) and decrease with a negative number (-) and will make the proper 
accounting entry. 

MacMoney User's Guide 
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You can edit transactions to correct some errors, but this procedure is not 
recommended by accountants for many types of transactions. Editing a 
transaction leaves no record of when and why it was changed. Adjustment 
transactions provide such a record. 

To create an adjustment transaction, select the category whose balance you need 
to adjust. Enter the Reason, Amount, a Memo and/or an ID Code. Click on 
Save when you are done. Adjustments deal with one specific category, therefore, 
they cannot be split between categories. 

In most cases, that's all there is to it. Occasionally, you may want to record 
both sides (balancing accounting entries) of an adjustment for clarity. Just enter 
a second adjustment to the other affected category for the opposite amount (i.e. 
one amount positive, the other negative). 

Transactions 

Rank Recount The Adjustment Register provides a 

fash ficeaunt record of all your adjustment transactions. 

{red Cards 
“Adjustments Pull down the Transactions Menu and select 
Rutomatics the Adjustment Register option. A list like 

Recancile Recount the one below will appear: 

HaAAwWAD TAWA 
Adjustment Register 

Cash Account 

07/10/86 Adjust Lost $20 bill 

Only a certain number of adjustment transactions can be held in memory at one 
time. This is what we call a gulp. Tell MacMoney to take a gulp backward 
or forward by clicking on either the Previous or Next button. You can scroll 
through transactions within a gulp. Adjustment transactions for a particular 
category can be searched for by date. 

When you find the adjustment you wish to edit, double-click on it. The original 
transaction will appear. Make your changes, then click on Save. 

MacMoney User's Guide 
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Transactions 

Bank Account 

Cash Account 

Credit Cards 

Adjustments 

Automatics 

Reconcile Account 

The Automatics option will let you maintain your 
Automatic Transaction list, and complete any 
transaction when due. Each time you start 
MacMoney, it will remind you of any Automatic 
transactions which are due. You can display or print 
a list of all Automatic transactions by selecting the 
Bill Payment Summary option from the Reports 

Menu. To examine or "pay" them, pull down the Transactions Menu and select 
the Automatics option. The Automatic Transaction Register will appear: 

Automatics 

Pay 06/20/86 Due Check 

Skip 07/02/86 Check 

- 07/05/86 BnkDep 

There are three options you may choose for each Automatic transaction in the 
register: 

SSL Credit Union 

Fev svn Checkbovk 

New Home Mortgage ... 

Fevsonal Uheckbook 

Survivor Software 

Fevsona/ Checkbook 

Automatic Transaction Options 

Click on the hyphen until 
Pay is displayed 

Click on the hyphen until 
Skip is displayed 

Leave the hyphen (-) 

alone 

MacMoney User's Guide 

A transaction will be generated for 
that amount when you click on the 

DO IT button. 

No balances will be changed. 

The program will not remind you 

about this Automatic until its next 

due date. 

The transaction will be ignored. No 

balances will be changed. You will 
be reminded about this transaction 

the next time you start the 

program. 
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Transactions which are due are marked with the word DUE. Transactions due 

outside the current fiscal year are marked "n/a." 

Use the scroll bar to scan your Automatic transactions. The buttons at the 
bottom of the window will delete a specific transaction or process the 
Automatics. 

The Delete button is available for deleting an Automatic transaction. Click on 
an item on the Automatic transaction list; it will be highlighted and the Delete 
button will become active. To cancel the highlighting, go to the end of the gulp 
and click below the last entry. 

When you are finished with your selections, click on the Dolt button. If you 
have an item highlighted it is safe to click on the Dolt button; your selections 
will be performed and no transaction will be deleted. Your Automatic trans- 
action list will be changed and any transactions marked Pay will be completed. 

Note: Automatic transactions cannot be edited. To change an 
Automatic transaction permanently, delete it, then reenter it with the 

changed information. If you have some information to change 
(e.g. a Charge Card toward which you normally pay $100.00; you 
want to pay $50.00 this month), simply "pay" the transaction, 
then select it from your check register for editing and change the 
amount to $50.00. 

Transactions 

Bank Account 

Cash Account 

Credit Cards 

Adjustments 

Automatics 

Reconcile Account 

Personal Checkbook 

Clear 01/02/86 

Clear 01/02/86 

- 01/02/86 

Clear 01/04/86 

Clear 01/04/86 

Clear 01/05/86 

Clear 01/05/86 

- 01/05/86 

Clear 01/08/86 

The Reconcile Account option makes 
reconciling your checkbook easier than ever. You 
just select the Reconcile option; tell the program 
which account you wish to use and a reconciliation 
register will appear for that bank account. The 
register will show all your checks, beginning with 
the first unreconciled check in the account, like this: 

Reconcile Account 

Jones’ General Store 

American Oil Co. 

A&P Market 

Cash 

New Home Mortgage ... 

Survivor Software 

356 Tom Jones’ Repair 

357 Clothes For Tots 

358 Jones General Store 

4,827.65 
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You can search for a particular transaction by date and/or number, or go to the 
reconciliation summary window by clicking on the Reconcile button. To 
reconcile any transaction on the list, click in the left-hand column on the line for 
any item which your bank statement indicates has been paid. The hyphen (-) 
will change to "Clear." If you change your mind, click again in the same place. 

Before you complete the reconciliation, don't forget to go to a transaction form 
and enter any bank charges, such as, service charges, loan payments, or any 
Automatic deposits to your account. 

When you have entered, and marked as Clear, all paid items on the bank 
statement (you can use the previous and next buttons to see more than one 
gulp), click on the Reconcile button. The following window will be displayed: 

Start Reconciliation 

Bank Statement Ending Balance: |4855.30 

Enter the ending balance from your bank statement and click on the OK button. 
MacMoney will calculate the outstanding transactions and check whether your 
balance and the bank's balance are the same. A message will be displayed if the 
two are the same. 

If your balance and the bank's do not agree, you'll be shown how much the 
difference is. Review your reconciliation; carefully check the amounts which 
appear on your bank statement and the amounts entered in MacMoney for each 
transaction. The message looks like this: 

Your balance is greater than the 

bank's by 27.65 Please make sure you 

have included all Service Charges and 

Transactions. 
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Usually, the reason for a discrepancy is fairly simple to find and correct, 
especially since you can be confident that MacMoney committed no addition or 
subtraction mistakes. If it's hard to find, stay with it and follow through your 
transactions step-by-step. Unfortunately, or perhaps fortunately, the banks are 
seldom wrong. 

Common Errors in Reconciliation 

IIE TK... 
Service Charges Forgotten charges. Did you order 

checks, etc.? 

Double-Posting Amount double-posted because 

you used the bank account as the 

category instead of using the income 

or expense category. 
Transfer error Transfers of funds between banks 

should be performed through a 

"transfer" category. The money is 

transferred in, and immediately 

out to the other bank, leaving the 

"transfer" category at zero. 
Open checks from last If this reconciliation is early in the 

year year, make sure that there are no 

uncleared checks from the 

previous year that this MacMoney 
system doesn't know about. 

HROAQOAMWAW Tm A 

Entering Transactions 

Even though the on-screen form for each transaction type varies slightly, the 

procedure for entering information always remains the same. 

Before you can change information on any transaction form, it must be the active 

window. Click anywhere on the form to make it active. You can transfer 

information from any MacMoney List to the form, even if the List window is 

not active, by clicking on the desired item. 
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Transaction Information Entry 

Check the date and To change either item, place the 

transaction number pointer in the box you wish to 
change and click once to bring in 

the insertion bar. Enter any new 

information using standard 

Macintosh editing techniques. 

Click in names, categories Show the appropriate lists on the 

or ID codes screen and click on the appropriate 
items. You can also click in a box to 

bring in the insertion bar. Type 

in the desired information. 

Move the pointer to the Type in the transaction's amount. 

amount box and click Use the Tab key or Return to 

once (twice if the window move between boxes. 

is not active) to move in 

the insertion bar. 

Enter any memos Memos are always optional. Just 

directly from the type any comment of less than 25 

keyboard. characters. 

Click on the Save button Any transaction will be saved. A 

(or press the Enter key) message will be displayed if you 

haven't entered the information 

properly. 

HPA ZH Aw TH A 

If information has been entered for a box, it will become highlighted when you 
tab into it. Either press the Backspace key to clear, or just start typing to 
change the information in the box. Information may be entered in any order. 

You can never delete transactions after they have been saved. This would cause 
you to lose what bookkeepers call an audit trail of changes. Instead of deleting a 
transaction, edit it so that the amount is zero. Some people find it convenient to 
set up a separate category for void transactions. 
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Split Transactions 

Often you will need to assign amounts from a single transaction to more than 
one category. Two of the most common examples are receiving cash back from 
a check purchase (e.g. writing a check at the grocery store for $10 more than 
your purchase) or using one transaction to buy items that belong in different 
categories (e.g. buying food and clothing in a supermarket). You would not get 
meaningful reports if you lump diverse items into one category. Any 
transaction can be split over as many as eight separate categories. 

An unsplit transaction cannot be split, once it is saved. If you think you will 
need to split a check or other transaction, but don't have all the information, save 

it as a split, with only your current information entered. You can easily edit the 
transaction when you obtain the additional information. 

Begin a split transaction as you normally would any transaction, and enter the 
total amount in the Amount box. When you click on the Split button, the 
transaction form will expand. You may then enter additional categories and 
amounts: 

“Personal Checkbook: 
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Split Transaction Entry 

Click on the Split button. Eight boxes for the split categories 

and their amounts will appear in 

the window. 

Enter the first category The balance not yet divided will be 

and type the amount in shown at the bottom of the window. 

the first row of the boxes, Enter any additional categories 

labeled Category and their amounts until the 
transaction has been completely 

divided. 
Click on the Save button The transaction will be saved if 

or press the Enter key the total amount of the splits is 
exactly equal to the total amount 

of the original transaction. 

Split transactions may always be edited, but once they have been split and saved, 
they may not be unsplit. You may produce the effect of unsplitting a 
transaction by placing the entire transaction amount into the first category's 
Amount box and clearing the other boxes. Similarly, once a regular transaction | C 
has been saved, it may not be split. However, you can "zero out" the transaction | 
and enter a new split in its place. If you don't have all the information for a 
split transaction, enter the information you have and save it as a split. You can 
edit the transaction later when you have the final figures. 

Z2uWA wh aw Aw 

Note: You can use Adjustment transactions to correct any category 
balance that has been affected by an incorrect split transaction. 

MacMoney has a versatile feature for entering amounts in your split 
transactions. When you have entered your categories, you can place the 
Amount left in split into any Amount box (usually into the last box of a 
series). Place the insertion bar in the box you want and click in the Amount 
left in split box. This amount will be transferred directly into the Amount 
box indicated by the insertion bar. 

You can also use this feature to correct or calculate the value in any amount box 
by highlighting the box and clicking in the Amount left in split box. The 
total of all other boxes will be calculated and the correct amount placed in the 
highlighted box. This sounds more complicated than it really is, just 
experiment with your split transactions and you'll get the hang of it. 
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Check/Deposit Numbers 

Once you set the starting check number for a bank account, MacMoney will 
increment the number for each check. You can always change the check number 
as required. 

Each time you print checks that have preprinted check numbers, enter the 
beginning check number. After printing, MacMoney will look at the check 
number on the original transaction and, if it is not the same as the number on 

the printed check, will change it accordingly. If you are using checks with no 
preprinted check numbers, the program will print the check numbers originally 
saved with your transactions. 

Note: We suggest you use a range of numbers for MacMoney preprinted 
check forms that is different from your normal bank checkbook. Order a 
range of numbers for your preprinted check forms (for MacMoney printed 
checks) that is unlikely to overlap with your current personal checkbook 
numbers. Look at the back of the User's Guide for information on ordering 
checks. 

You can enter the starting deposit number and the program will increment the 
number for each deposit. You can change the deposit number whenever 
necessary. 

@ File Edit Transactions BURG Plan Reports Graphs 

The Lists Menu controls the display and maintenance of the three types of lists 
which are used by MacMoney. These are: 

e Categories List 
¢ Names List 

¢e ID Codes List 

When any list window is active, you can press any key (A to Z in either upper or 
lowercase) and the first item beginning with that letter will appear at the top of the 
window. If MacMoney beeps at you, it means that there is no item on the list 
starting with the letter you pressed. 
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Show Categories #6 
Show Names 

Show ID Codes 3 | 

Add Categories 

Add Names 

Add ID Codes 

Edit Categories 

Show Categories #6 

Show Names EN 

Show ID Codes 

Add Categories 

Add Names 

Add ID Codes 

On OOo CORPO Tere ee ne ee eee w essen Teceee esas sees sees ensseeeeeeeessasssaeeseeseoneS 

Brriye t 

Show Categories #G 

Show Names 36N 

Show ID Codes 3 | 

Add Categories 

Add Names 

Add ID Codes 
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Show Categories displays your Categories 
List. When the list is the active window, you 
may edit it by double-clicking on the category 
you want to change. You can also select the 
category by clicking on it once, pulling down 
the Lists Menu and selecting the Edit Categories 
option to bring up a Category edit/entry 
window. 

Show Names displays your Names List. 
When the list is the active window, you may 
edit it by double-clicking on the name you wish 
to change. You can also select the name by 
clicking on it once, pulling down the Lists 
Menu and selecting the Edit Names option to 
bring up a Names edit/entry window. 

Show ID Codes displays your ID Codes List. 
When the list is the active window, you may 
edit by double-clicking on the ID Code you wish 
to change. You can also select the ID Code by 
clicking on it once, pulling down the Lists 
Menu, and selecting the Edit ID Codes option 
which will bring up an ID Code edit/entry 
window. 
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Show Categories #6 

Show Names o6N 

Show ID Codes 

Add Categories brings up the Category 

edit/entry window. The form is shown below. 

Add Categories 

Add Names 

Add ID Codes 

Sacer ccreccererecsecesecscnccaecaseusseaseussosescsscussasesesee 

Category 

Category Name 
Starting Balance [] Tax Category 

[X] Budget Current Balance 

Category Type 

© Bank Account © Credit Card © Cash 

© Asset © Liability © Income © Expense 

Here is a summary description of each box in this window: 

¢ Category Name: The name you enter here will appear on your 
Categories List. It is limited to whatever fits in 
the box (no more than 25 characters). 

You may want to keep the first word in the title under ten characters or 
make sure the first part of the title is unique since some reports may 
shorten titles in order to fit on 8.5 x 11" paper. Lowercase letters can 
also be used to reduce the space used by titles. 

¢ Starting Balance: You will probably want to enter a 
starting balance for all except 
income or expense categories. 

If you are creating a category for Savings Account and you have exactly 
$156.34 in the account, enter 156.34 as your starting balance. The 
same procedure applies when you create a cash account. With credit 
cards, use the amount currently owed, which includes payments made or 
charges against your card since your last statement. 
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¢ Tax Category: Click on this box if you want MacMoney 

¢ Budget: To enter projections of your monthly activity for 

Income and Expense categories treat starting balances differently. When 
you create an income or expense category at the beginning of your 
accounting cycle (e.g. fiscal year) you will enter zero as the starting 
balance. This starts you off with a "clean slate." 

The exception is when you are starting a MacMoney system in the 
middle of an accounting cycle. You probably want the to-date figures 
included in your reports and want the year-end totals to correctly reflect 
your complete year's financial condition. Therefore, you would use a 
Starting balance of zero for income and expense categories, then enter an 
adjustment for each category. 

If you are starting a new MacMoney system in June, and your 
personal accounting cycle is the calendar year, you can capture the 
correct salary data. Say that your check stubs indicate you have earned 
$12,000 so far this year from one employer. When you start an income 
category for your employer, enter zero as the starting balance, then enter 
an Adjustment transaction to Salaries for 12000. All subsequent 
reports will show your to-date earnings correctly. The same logic will 
apply to your expense categories. If it seems like too much trouble, 
don't worry about it, just continue; you may make an adjustment at any 
time. 

to mark all transactions assigned to this category 
for tax (or other) purposes. 

BO at 8 a 8 
¢ Current Balance: There is no entry box for the current balance. 

MacMoney calculates the current balance from 
transactions assigned to a category. 

If you discover an error or change your mind, edit the current balance by 
using an Adjustment transaction. 

a particular category, click in the Budget box. 
An X will appear in the box. 

An X indicates that you have created (or plan to create) a budget for the 
category. Reports including only budget (or only non-budget) 
categories are a feature of MacMoney Custom Reports. You may 
change your budget selection at any time. Categories without the 
budget box checked will not be included in any Budget vs. Actual 
Reports. 

Actually creating the budget for a category is accomplished through the 
Budget option on the Lists Menu. The Categories List must be active. 
When set, click on the category you want to budget, to highlight it, 
pull down the Lists Menu, and select the Budget option. 
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If you follow these instructions and the Budget option is dimmed, clear 
the screen of other transactions before continuing. The Budget option 
will become available. 

¢ Category Type: Click on the appropriate category type button. 
The definitions for each type are: 

Cat T Definiti 

Bank Account: Any checkbooks, savings 

accounts, money market 

accounts, or any other bank- 

type account. 

Cash Account: Any cash category, such as a 

petty cash category or a personal 

cash category to keep track of 

your out-of-pocket expenses. 

Note: You must have at least one cash account in your 

MacMoney system, but you may certainly have more. 

Credit Card: Any department store, gasoline, 

or other credit card-type account. 
Assets: Any tangible item that you own. 

Bank Account and Cash Account category types are particular 

forms of assets. Your Net Worth is the difference between all your 

assets and all your liabilities. 

Home 

Car 

Jewelry 

Boat 

Collections (coin or stamp, etc.) 

(continued next page) 
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e Liabilities: 

e Income: 

e Expenses: 

Examples are: 

\ 
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Category Type 
(continued from previous page) 

Definiti 

A liability is any long-term debt 

you legally (or morally) owe. 

Liabilities are different from expenses in that they are usually 

long-term obligations paid at regular intervals. Examples: 

House Mortgage 

Car loan 
Any other loan 

Child Support 
Alimony 

Income is any source of revenue 

you may receive. 

Examples of revenue are: 

Your Wages or Salary 

Your spouse's Wages orSalary 

Interest earned from savings or other bank-type 

accounts 
Consulting fees 

Gifts 

Honorariums or Tips 

Expenses comprise any 

expenditure you make that is not 
toward a liability. 

Food 
Clothing 
Rent 

Utilities 
Interest paid on credit cards 

Gasoline 
Entertainment 

Interest paid on loans 

Child care 

Appendix A contains suggested categories for use with MacMoney. 

- MacMoney User's Guide 

When the information for the new category is complete, click on the Save 
button or press the Enter key to save it. 

HA ZMA wT ww 



HAZMAT aA 

Show Categories #G The Add Names option lets you add a name to 
Show Names 36N your Names List. When you select this option, 
Show ID Codes a Names edit/entry window will appear, such as 

EAS RENN So PRU te Ne eet be ee ER this: 

Po ee rr ir rrr) 

oe rrr re irri) 

Bririiye t 

Name A & Pastoral Market 

Address 2110 Regent St., 

Lawndale, CA. 90013 

Default 

Enter either a person's name or a company name in the Name box. You have a 
maximum of 25 characters for the name. Information about any name can be 
changed at any time. 

Both the address and default category are optional. Click on the Save button to 
save a new entry. The names are automatically alphabetized each time the list is 
displayed. Remove the Names edit/entry window by clicking on the Cancel 
button. Your default category for any name may be changed whenever you like. 

When the list is displayed, you can click on a name and MacMoney will 
automatically fill in the name and category boxes of the current transaction form. 
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Show Categories 36G 

Show Names 36N 

Show ID Codes 3 | 

Add Categories 

Add Names 

Add ID Codes 

The Add ID Codes option brings up the ID 
Codes edit/entry window as displayed below: 

Oo ee rrr rr rrr rrr 

Brriye tk 

nt 

ID Code 

The ID Code is a two-character abbreviation, which consists of any combination 
of letters or numbers (A to Z or 0 to 9). Do not use punctuation or other 
symbols in your ID Codes, some are used by MacMoney. All ID Code letters 
are changed to upper-case by the program. Each entry on your ID Codes List is 
comprised of its two-character abbreviation and the full description of the code. 
The description may not exceed the space in the box or a maximum of 25 
characters. 

ID Codes let you see your transactions in at least two ways, without requiring 
you to create too many categories. You can use ID Codes to find out who is 
spending the least for gas & oil, who is using your credit cards the most, or 
which area of your business is purchasing the majority of supplies. You can 
also monitor wedding, vacation, or reimbursable business expenses by assigning 
an ID code to each purchase. You can later run a report by ID Code to see how 
much was spent for that particular purpose. 

Save each new code and it will be added in alphabetical order to your ID Codes 
List. You may use an ID Code that is not on your list, having them on the list 
helps at reporting time. 

MacMoney User's Guide 
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Show Categories #G 

Show Names 36N 

Show ID Codes 

fidd Categories 

Add Names 

Add ID Codes 

Oe Oe ee erase ree eeees senses ease SSeS SESS SSES ESSER ES EES RSE EES EESsEEETeEEEEEEOS 

Edit Categories 

The Edit option will edit any item visible in 
the active list window. Double-click on the 
item you want to edit (or click once to 
highlight an item and select the Edit 
(Categories/Names/ID Codes) option from the 
Lists Menu). The name after Edit on the Menu 
changes depending on which list is active. 

When you edit any list, you will be shown a 
window similar to that used to add items to that 

list with the current information for the item 

you selected displayed in the appropriate boxes. 

Make any necessary changes and click on the Save button or press the Enter key 
to save them. All standard Mac editing features can be used to change your 
original information. You may Delete any item, except categories that have 
already been used in a transaction or as the default category on the Names List. 

Show Categories #€G 

Show Names 36N 

Show ID Codes 

Add Categories 

Add Names 

Add ID Codes 
Pr rrr ry 

Edit Categories 
Poe er ee ere rr rr rrr 

Budget 

The Budget option provides the means to 
project how much you will earn or spend for a 
particular category, by month over your fiscal 
year. Budgets are totally optional. If you want 
to ignore them, fine. If you want to use them, 
you can create anything from a very simple to 
a very complex budget. 

Only categories which have an X in the Budget 
box are reported when budgets are selected 
during report printing or graphing. You can 
change this selection by clicking on the 

Budget box in the Category edit/entry window. 

To select the category you want to budget, simply: 

¢ Display the Categories List on the screen and make sure that it is the active 
window. 

e Select the category you want to budget by clicking on it once. 

Note: If you click twice on a category item, MacMoney thinks that 
you want to edit it and will display the Category edit/entry window. If 
you do this by mistake, just click on the Cancel button and start again. 

If you didn't click on the Budget box when you created the category, edit the 
category and do so now. An X will be shown in the Budget box. 

MacMoney User's Guide 
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¢ Pull down the Lists Menu and select the Budget option. 

You will see a window like this: 

Cloching 

Month Budget Actual Difference 

1,950.00 

If you followed the above instructions and the Budget option is still dimmed, 
remove any pending transaction from the screen by clicking on its Quit button. 
The Budget option will become available as soon as the Categories window has 
been made active and a category has been highlighted. 

Only the amounts in the Budget column may be entered from the keyboard. The 
amounts in the Actual column are computed by MacMoney. These amounts 
are the total of all the transactions which have been entered for that category. To 
edit any amount in the Actual column, use an Adjustment transaction. 

The Difference column amounts are computed by MacMoney as well. They 
show the difference between your budget and actual amounts for each month and 
the total difference for the fiscal year. Budgets are rounded to the nearest dollar. 

To enter a budget amount, click in the desired month's box or use the Tab or 

Return key to move through the boxes. The amount box for the selected month 
will display a black outline, and the amount shown in the bottom-left of the 
window will change. If no amount has ever been entered for that month, the 
insertion bar will be in the box at the bottom of the window. If you have already 
entered an amount, the amount in the bottom box will be highlighted. 

To change any amount that is highlighted, just start typing or press the 
Backspace key to blank the box. 
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If you want to copy the same amount from any month, repeated to the end of the 
fiscal year, or if you want to change the amount by a fixed percentage or 
amount, you won't have to tediously type it in. Just click on the Copy box. A 
window will appear asking whether you want to copy the same amount (Exact 
Duplication), add or subtract a set amount (Adding Amount Below), or multiply 
(+ or -) the last entered budget amount by some percentage (Changing by 
Percentage Below). 

Copying Budget Amounts 

Action Result 

Click in the box for The black outline will surround the 

the month whose amount budget amount for that month. 

you want to Copy 

Click in the circle next to The outlined month's amount will 

Add Amount Below and be duplicated for each month to 

enter the amount. the end of the fiscal year 

For example, to increase the budget by $78 each month, enter 78. To 

decrease by $45, place a minus sign before the amount (-45). Note that 

commas are not allowed when entering numbers. 

Click in the circle next to The outlined month's amount will 

Changing by Percentage multiplied by the entered amount 
Below and enter the and the results entered for each 

amount month to the end of the fiscal year 

For example, to increase the budget by 3.6 percent each month, enter 

3.6. To decrease the budget by 14 percent each month, enter -14. 

@ File Edit Transactions Lists BiPum Reports Graphs 

MacMoney contains several very useful financial planning functions. Any of 
the items shown in each plan window can be quickly calculated. You may then 
change data and calculate the figures again for "what-if" information. You can 
print the results of any calculation, neatly titled, with just a few clicks of your 
mouse. 
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The simple-appearing financial planning windows provide many functions. 
MacMoney makes those complicated financial calculations look easy. A 
separate window is provided for each option of the Plan Menu. Each window 
clearly provides you with a series of calculations that usually require multiple 
menus and extra typing in other programs. 

Loan Planning The MacMoney Loan Planning option will 
Retirement Planning help you examine all aspects of a loan proposal 

before you accept its conditions. If you are 
thinking about making a major purchase, 

especially a home or vehicle, this option can save you time and money. We use 
the most common of the many loan formulas. If you have one of the more 
creative loans, consider our calculations a very close approximation. 

Select the Loan Planning option from the Plan Menu and you will get a window 
like this: 

Loan Planning 

© Loan Amount 

© Term 

© Interest (APR) Total Interest 
685.56 

@ Payment 

© Balloon Pymt 

Calculate 

Enter the amount you You may calculate a series of 

intend to borrow in the loan amounts by changing this one 

Loan Amount box fi 

Make sure the proper unit of term 

onths or Years), is selected. 
Enter the Annual There is sometimes more than one 

Percentage Rate (APR). percentage rate listed on your loan 

documents, make sure you use the 
APR. 
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If you want to see what your monthly payment would be, make sure the circle is 
next to the word Payment is darkened, then click on the Calculate button. The 
monthly payment and the total interest you would pay over the life of the loan 
will be filled in. 

Perhaps you are using the amount you feel you can afford and want MacMoney 
to tell you what interest rate you will have to obtain from a lender. In these 
circumstances, enter the payment amount and the other items in their proper 
boxes. Move the pointer to the circle next to the words, Interest Rate, and click. 
This tells MacMoney that you want to calculate the interest rate. Then click 
on the Calculate button. 

If the interest rate you calculated in the above example is impossible to find, you 
might want to calculate how much you can afford to borrow, based on what 
monthly payment you can manage. Enter the maximum payment amount in the 
Payment box, make sure the Interest Rate (APR) and the Term of the loan are 
correct, and click in the circle next to the word Loan Amount. When you click 
on the Calculate button, the Loan Amount box will display the amount you can 
finance for the payment you entered. 

Balloon Payments 

Balloon payments can be very useful to get you over a period of reduced cash 
flow, but also can create a severe demand on your cash in the future. Be sure to 
carefully consider all facets of loans with balloon payments and use 
MacMoney to study it in detail before you sign those loan papers. Loan 
Planning will help you: 

¢ Calculate what the balloon payment will be at the end of a loan, if 

the loan is not fully amortized (i.e. paid completely at the end of 

Term). 

¢ Based on a known balloon payment, you can calculate any other 

aspect of a loan . 

¢ Calculate interest-only loans by placing the amount of the loan in 

the Balloon Payment and also in the Loan Amount box. 

Enter all information in the appropriate boxes and click in the circle next to the 
item you want calculated. Click on the Calculate button and the result will be 
displayed. 

Make sure you enter enough information for MacMoney to perform the 
calculations. If you don't, you'll get a message asking for more. 

MacMoney User's Guide 
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Printing an Amortization Table 

If you want to see the portion of each payment which goes toward the loan 
principal or the portion which goes toward interest, MacMoney will display or 
print a full (or summary) loan amortization schedule for you. 

Click on the Print button. You'll be asked to enter the title of the loan, the 
source and loan number, the date of the first payment, and the date range for the 
payments you want shown on the table. These items are all optional, if you 
want some interim information, just ignore them. 

The original settings for printing a loan will print a report for all periods of the 
loan amortization or a summary report. If you wish, you can print just one 
year's information for a long term loan. If you started a 4-year loan in January 
1986, and you only want to print out the payments for the second year (perhaps 
the IRS has requested some information on your interest deductions for that 
year), enter 1/87 to 12/87 for the Range to Print. 

To see only the loan information and the payment breakdown by year, click on 
the Summary button. To see the entire Schedule, including principal and 
interest for each monthly payment, and the loan information, click on the 
Schedule button. A sample printout appears in Appendix C. 

MacMoney always asks if you want reports sent to the screen, the printer, or 
to a file. If you select printer, you'll be presented with the Macintosh standard 
print options window. Make your selections and click on OK. 

Loan Plannine Retirement Planning is important to all of 
Retirement Planning us, but as with preparing your will, it's easy to 

put off until too late. MacMoney makes it 
easy to make plans for your retirement, and 

periodically check them to see what your present investments and the nation's 
inflation rate have done to your original assumptions. 

Pull down the Plan Menu and select the Retirement option. A completed 
window might be: 

= MacMoney User's Guide 
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Retirement Planning 

Starting 
Present cash Year 

1986 
Retirement income feo Po 1987 

adjustments (+/-) 1989 

Retirement expenses 975 

adjustments (+/-) 

Avg rate of return (2) 

Inflation rate (%) UNA = 0 DUD A NY UINWNO—NOA —-ODOWNAA—-UWNEA 

1 
1 
1 
1 
1 
1 
2 
Z 
2 
2 

Retirement year 

@® Use capital 

© Use income only 
Yrs income required 

Estimate amounts for: 

Your present cash-on-hand 
What you believe your monthly retirement income will be 
Your monthly retirement expenses 
The average rate of return you think your present cash can earn 
The average rate of inflation over the years until retirement 
How long you think you'll be in retirement. 

Enter all these figures into the corresponding boxes on the window, along with 
the year in which you plan to retire. Leave the two adjustment boxes blank 
until later. 

MacMoney will calculate your retirement prospects in two ways. You can use 
up your capital to pay your retirement expenses, or keep it intact and live off the 
interest income only. Whichever you choose, click in the appropriate circle at 
the bottom right-hand portion of the window, and click on the Calculate button. 
A savings schedule based on your estimates will be displayed. MacMoney will 

either show what amount you will have to save monthly (in addition to your 
interest earnings), depending upon the year you start saving, or display a 
message indicating that your present savings are sufficient. 

You can make "What-if" calculations based on your original assumptions 
regarding retirement income or expenses by filling in either or both of the 
Adjustment boxes. You can see how changes will affect your retirement 
program without erasing any of your original figures. 

Baameseaas&sk##uaa ft 

St 

anwwas wa 
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Printing a Retirement Plan 

When you have completed the original calculation and your results are displayed 
in the window, click on the Print button. If you have sufficient savings, this 
report will not be printed since it would be meaningless. 

Printing a Retirement Plan Entry 

Enter the name of the retiree 

Click on the Print button You will be asked whether to send 

the report to the screen, a printer, 

or a file. 

Loan Planning 

Retirement Planning 

Future Ualue‘.Goal 

Menu lets you study the effects of interest or 

rate of return and inflation, and how much buying power that gives you in 

This name will be used in the 

report heading. 

Click on your selection The report will be displayed (or 
you will be asked to name the file). 

The Future Value/Goal option in the Plan 

inflation on your investments. You can see how 
much an investment will earn in dollars at a given 

today's dollars. You can also see how much you'll have to save in order to reach 
a future goal. 

Pull down the Plan Menu and select the Future Value/Goal option to show a 
window like: 

Future Value/Goal 

Starting Save 
© Present Amount Year Monthly 

x74 

© Time 69.47 
86.30 

© Interest rate % : LO-rS 
146.30 

Inflation rate % 207.06 
© 329.33 
@® Future amount or é 697.67 

Buying power 

Calculate 

MacMoney User's Guide 
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If you want to calculate the future amount after investing your current cash: 

Future Value/Goal Entry 

Ss Enter the amount of This will be the base amount for 

your investment in the calculations 
Present Amount box 
Enter the Time for which This time may be in months or 

you will invest years, depending on the button 

selected 

Enter the Interest Rate This is your average interest rate 

over the Time of your investment 

a 

over the Time of your investment 

Click in the circle: next to Future Value/Goal will calculate 

the item you want to any of the items on the window, 

depending on your selections 

Click on the Calculate The Future Amount, Buying 

Power, and the equivalent monthly 

savings will be displayed 

a2 = eB 

Ld 

Note: The two columns on the right of the window represent the 
equivalent amount that you would need to save monthly, starting with 
zero dollars, in order to achieve the future amount and buying power 
based on your entries in the boxes. 

gg @& The MacMoney display of monthly savings changes depending upon the year 
in which you will start saving. There will be up to twelve starting years 
calculated. 

If you fail to enter enough information for MacMoney to calculate a solution 
you'll get a message telling you to enter more. 

a f To print out your calculations for Future Value/Goal, pull down the File Menu 
and select the Print Window option or press the Command and P keys at the 
same time. (See Print Window, earlier in this section.) 

{ \ 

a 
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The MacMoney Reports Menu provides a full selection of reports. There are 
both standard reports, available with a couple of clicks, and customized reports 

which let you choose just the items you wish to see in your special report. 
MacMoney supports ImageWriter (or equivalent printers) and the LaserWriter. 
We recommend a reduction of 84% when printing reports with a LaserWriter. 

No matter how complete the reports provided by a program, there will come a 
time when you want to see your information presented another way. 
MacMoney recognizes this and provides customized reports where you can 
produce your own list, balance sheet and transactions reports, from a wide range 
of options. 

When you get a report set up just right, you can save your selections and retrieve 
them whenever required. All reports may be sent to the screen, the printer, or to 
a file. See Appendix F for information regarding use of the text file to transfer 
data to other programs. 

Standard Reports 

The first seven report options on the menu are the standard reports. The data for 
inclusion in all standard reports has been selected for you. When you select any 
one of the first seven options, the only decision you have to make is whether 
you want to see the report on the screen, printer or saved to a file. \ 

R 

E 

F 

E 

R 

E 

N 

Cc 

E 

If you decide you want to quit and start over, just click on the Cancel button. 
To see the report, click on the Report button. What could be easier? To cleara 
report from the screen click on the go away box at the upper left corner. 

Don't forget, samples of all reports may be found in Appendix C. Here are brief 
descriptions of each standard report: 

Reports 

Income & Expense The Income & Expense Report 
Personal Balance Sheet summarizes your income and expenses 
This Month's Activity for the current month, along with your 

Bill Payment Summary year-to-date totals. It also provides you 
with your Net Income. 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 
ti 

ae = — , 

U 

Preprinted Checks 
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Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

The Personal Balance Sheet 
summarizes your assets, including all 
bank accounts and cash accounts, along 

with your liabilities, including Credit 
Cards. 

This Month's Activity provides a 
summary of the transactions in the 
current month. If you want to see a 
summary of selected transactions, use the 
Custom Transaction Activity report 
option. 

MacMoney User's Guide " 
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Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

The Bill Payment Summary 
provides a one line summary of each 
automatic transaction you have set up. 
It will show in which months of your 
fiscal year you will be reminded of the 
due date for these transactions. Review 
your automatic transactions using this 
report to make sure they are current. 

Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 
Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

MacMoney User's Guide 

The Category List option provides a 
complete list of all your categories. It 
shows the category name, type, starting 
and current balances, and the tax and 
budget status. 
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Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

Custom Reports 

The Names List provides a listing of 
all the names you have entered and saved 
on your Names List. It will show the 
names, addresses, and default categories 
you have entered. 

The ID Code List provides a listing of 
all your ID Codes, showing both the 
code and the complete description 
corresponding to it. 

The next three options on the Reports Menu are for the various custom reports. 

Custom reports are easy to use, especially since you can try different selections 
until you achieve just the report you want. At any time you can review the 
results of your selections on the screen and save the selections for any report you 
intend to use frequently. To save a set of report selections, just click on the 
Save button and give the selections a name. To use a previously saved set or see 
the display of all saved sets, click on the Restore button. 
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Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

List Type — 

The Custom List option is used to 
create a report containing just certain 
types of categories or categories that 
have a tax consequence or budget 
assigned to them. You can print a 
Names List or ID Codes List from this 
option, but there is no difference between 
the standard and custom versions. 

Pull down the Reports Menu and select 
the Custom List option. The following 
window will appear: 

Custom List 

© Categories 

& Names x Bank Account C Tax Category: 

© WD Codes 
Cash 

(J credit Card O ves 
O eo 

[X] Other Asset 

[(X] Other Liability 

X Expense 

Z © te 

To: @Screen © Printer O File 

Income 
<n Budget: 

Ge) Yes 

Custom List Selection 

Click in the appropriate 

circle to select the type 

of list you want included 

Categories, Names or ID Codes Lists 

are available from this option, but 

the Category List is primarily used. 

(continued on next page) 
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Custom List Selection (continued) 

a 
Click in the box next to 
the type of Category List 
item to be included 

Click in the Tax and/or 

Budget box to select data 

by either of these 

criteria 

Click on the Printer or 

File button to change 

the default selection 

Click on the All button to reverse 
all type selections, any box to 

change it. An "X" indicates that the 

item is selected. 

You may choose to have a report 

showing either all items of the 
type(s) selected, with/without tax 

consequence and with/without a 

budget. 

Unless you choose another option, 

all reports are displayed on the 

screen. You may choose to send 

any report to the printer or to a file. 

Note: In all custom report selection windows, some selection criteria 
may be dimmed (gray type). This means that they are not available 
with the current selections, following standard Macintosh practice. As 
you change your selections, the available items will change accordingly. 

Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

The Custom Financial Report 
option presents the selection window 
used to customize an Income Statement 
or Balance Sheet. If you select this 
option from the Reports Menu, you will 
see the selection window shown on the 

MacMoney User's Guide 
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Custom Financial Report 

Financial Report Period 

® Year-To-Date 

O one Month (SFIS) 
O One Quarter -(1) 

a, All Quarters 

©) Monthly Values 

© Income Statement 

O Balance Sheet 

@ all 

Year Budget /Actual 

(O) This Year 

©) Previous Year 

BS Comparison 

B) Budgeted Values 

© Actual Values 

© Budget vs. Actual 

O Non-Zero Only 

these selections 

To: @Screen ©Printer © File 

Restore } previous selections 

Custom Financial Report Selection 

Click on the appropriate 

button for report type 

Click on the period you 

want the report to cover. 

Click on the year to be 
included in the report 

Click on the Budget/ 

Actual type for this 

report 

Click on the Printer or 
File button to change 

the default selection 

a 
Income Statement is the default 

report. Switch to a Balance Sheet 

by clicking in the circle next to it. 

You can choose Year-to-Date, a 

Month, a Quarter, All Quarters, or 

Monthly Values. Change the 

Quarter or the Month by clicking 

on the adjacent button 

You can choose This Year, Previous 
Year, or a comparison between the 

two years 
You can choose Budgeted Values, 

Actual Values, or Budget vs. Actual 

Values 
Unless you choose another option, 

all reperts are displayed on the 

screen. You may choose to send any 

report to the printer or to a file 
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The Save button is used to save the selections for any custom report that you 
expect to use repeatedly. The Restore button is used to display your list of saved 
reports, from which you can choose a report to run again, without having to 
re-enter all your selections. 
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Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

The Custom Transaction Activity 
option presents two selection windows 
used to customize a wide variety of 
Transaction Activity reports. Some 

eae etcetera a OO ce er reports may have to be printed in the 
wide format, lengthwise on a page, 
depending on the selections you make. If 
you select this option, a window similar 
to the following one will be displayed: 

Category List 

Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

Custom Transaction Activity 
Source Category Selection 

Category Type Category Selection 

© Bank Account 

© Credit Card @ Personal Checkbook Bank Account 
cS Cash Savings Account Bank Account 

Cy Other Asset 

© Other Liability 
C) Income 

c) Expense 

O AR Tr ures tae 

Cancel 

The following pages will explain the selection choices. 
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Custom Transaction Activity Report Selection I 
(Source Category Selection) 

Click on the Category You can choose from seven types 

Type you wish, if you of categories to be included in your 

don't want to see All report; Bank Account, Credit 

Transactions Card, Cash, Other Asset, Other 

Liability, Income, or Expense. 

The All selection shows all 

transaction made from categories 

want to have All of the type selected. If you choose 

categories of the type Specific Category, you can select 

selected shown one or more of the categories of that 

type by clicking on the desired 

name(s) in the scroll window. 

Click on OK When you are through with your 
selections from this window, 

clicking on OK will bring up the 
next selection window. 

Click on Specific 

Category, if you don't 

The above selections relate to the Source category. For example, if you want to 
see just checks you have written, your checking Bank Account is the correct 
Source category. In the next selection window you will be afforded the 
Opportunity to choose the Destination category to which the checks were 
assigned when written. Click on OK to move to the second selection window. 

All selections will return to the default settings when you return to this window. 
Click on the Save button in the second selection window to save your current 
selections for future use. 

MacMoney User's Guide 
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Bank Account: Personal Checkbook 

Sort Sequence 

® Entry Order 

O Date Order 

Selection Range 

i Date Range : 

[_] Cheok Range : 

item Selection 

i Memo: 

se Amount: 

[_] Marne : Selected: 2 

La Category: 

(XJ iw Code: 

these selections 

To: @© Screen © Printer © File 

T Type [_] Tax Category: 

X] Checks O Pes 

X Deposits O Re 

(] withdrawals [_] Print Status: 

i) Service Charges ‘@) Pr iated 

| & Adjustments O Mof Printed 

American Oil Co. 
LJ Ber peti Jones‘ General Store 

Sneaee’ Last Intercommunity Bank 
© tart Claw |e New Home Mortgage Co. 

Show List: Southwest Gas Co. 
Southwestern Electric Co. 

-_ © Name Southwestern Phone Co. 

—— ®: Category Southwestern Water Co. 

O—— © ID Lode @ SSL Credit Union 

Restore ) previous selections 

Cancel Report 

Custom Transaction Activity Report Selection II 

Click in the Date Order 

circle if you don't want 

transactions shown in 

their order of entry 

(continued on next page) 

The other entries are all optional. If you don't care about a certain report option, 

Entry order is the exact order in 

which you entered each transaction. 

Date order is by the date entered 

when you saved the transaction. 

ignore it. You can either include or exclude transactions with selected 
characteristics by selecting all the items you want are chosen (or making sure the 
items you don't want are not chosen). The selections dimmed in this window 
depend on all prior selections. 

f 
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Custom Transaction Activity Report Selection II 
(continued) 

If you select either range, a pair of 

boxes will appear for you to fill in 

the starting and ending values. To 

pick one date or check, enter the 

same value for both start and end. 

You may use both date and check 

ranges, if you wish. Dates are 

entered in the form MM/DD/YY. 

You can use any combination of the 

items shown. Clicking on the Show 

Lists will display all of the 

available items for that list. Click 

on the item(s) to include in your 

report, non-marked items are 

To select a Date or Check 

number range, click in 

the appropriate check 

box 

To choose your Item 

Selections, click in the 

appropriate check box(s), 

or click in one of the 

Show List circles 

To choose the Type, click 

in one or more of the 

Type check boxes 

Click on Reconciliation 

to include/exclude 

reconciled checks 

Click on Tax Category 

to include/exclude 

transactions with a tax 

consequence 

Click on Print Status to 

include/exclude 

transactions for which 

checks have been printed 

by MacMoney 

Click on the Printer or 

File button to change 

the default selection 

(continued on next page) 

MacMoney User's Guide 

excluded. 

The available types will change, 

depending on the category 

selection you made on the first 

window. Selecting All will reverse 

the check box entries, clicking in a 

box will reverse that item again. 
This selection will only be active if 

you have selected categories where 

you expect check-type transactions 

The selection will only be active if 

you have selected categories that 

you can tag for tax consequence in 
MacMoney. 

This selection will only be active if 

you have selected categories where 

you expect check-type transactions. 

It will have no meaning unless you 

use MacMoney to print your 

checks. 

Unless you choose another option, 

all reports are displayed on the 

screen. You may choose to send 

any report to the printer or to a 
file. 

HaQZWA wd Ww Aw 



HA AWAD TAA 

Custom Transaction Activity Report Selection II 
(continued) 

Click on the Report button The report will be displayed on the 

screen, printed, or saved in a file 

(you'll be asked to name the file), 

depending on prior selections. 

Note: If you use Print Status to distinguish checks printed by 
MacMoney from checks you've written from your checkbook, always 
print checks for any unpaid transactions before running this report. 

The Save button is used to save the selections for any custom report that you 
expect to use repeatedly. The Restore button is used to display your list of saved 
reports, from which you can choose a report to run again, without having to 
reenter all your selections. 

Outstanding Checks Report 

As an example of how you use Custom Transaction Activity Reports, we will 
create a report showing all outstanding checks. This is a very common need in a 
financial program and requires a custom report. 

Outstanding Checks Report Selection 

Tacion Remar 
This will display the first Custom 

Menu and select the Transaction Activity selection 

Custom Transaction window (Source Category 

Activity option. Selection). 
Click on the Category This will set up all transactions for 
Type, Bank Account and all bank accounts to be included in 

your custom report. (You might want 

Pull down the Reports 

All as the Category 

Selection to report one bank account at a time.) 

Click on OK This will display the second 

selection window. 

Select Checks as the Type This will select only check 

by clicking on All to clear transactions to appear in the 

all Types, then click on Checks | _ report. 

(continued on next page) 
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Click on the Reconciliation 

check box. Click on Not 

Cleared 

Click on Save if you want 

to save these selections 

for reuse later 

Click on the Printer or 

File button to change 

the default selection 

Click on the Report 
button 

Reports 

Income & Expense 

Personal Balance Sheet 

This Month's Activity 

Bill Payment Summary 

Category List 
Name List 

ID Code List 

Custom List 

Custom Financial Report 

Custom Transaction Activity 

Preprinted Checks 

ra 
MacMoney User's Guide 

Outstanding Checks Report Selection 
(continued) 

This will select only checks that 

have not been reconciled. 

You can select a name and later 

Restore the selections to print the 

same report again. 

Unless you choose another option, 

all reports are displayed on the 

screen. You may choose to send 

any report to the printer or to a 

file. 

The report will be displayed on the 

screen, printed, or saved in a file 

(you'll be asked to name the file), 

depending on prior selections. 

BHaAZH Aw TW Ww 

Preprinted Checks can print checks 
for you on preprinted check forms. 
Addresses from your Names List may be 
printed on each check, if you wish. 

Banks require you to use checks which 
have magnetically encoded strips for 
processing. Many, but not all, banks 
require you to use checks with check 
numbers already printed on them. These 
checks have their numbers encoded on the 
magnetic strip along with other 
information. The bank's computer reads 
the check numbers off this strip and 
reports them on your bank statement. 
For preprinted checks, please refer to the 
ordering information in Appendix C. 

Note: You will not be able to print checks with the LaserWriter. 
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Check Selection 

Click on Preprinted This will bring up a window to 

Checks from the Reports select the bank account from 
Menu which to print checks. 

Select the correct bank The check register for the account 

and click on Open will be displayed. 

Click once next to each Each check you click on will be 

check you want to print added to the check printing list. 

Click again next to any check if you 

change your mind. Select up to fifty 

checks to be printed. 

WARNING: MacMoney will reprint checks if something happens to 
your preprinted (prenumbered) checks, but you must be careful not to 
confuse your check numbers. MacMoney will remember all the 
transactions you have entered, but not yet printed, and will correctly change 
any duplicate check numbers when you later print these checks. 

You can reprint any check if required. Click next to any check you want 
reprinted the next time you print checks. MacMoney will automatically 
change the check number entered in the transaction to be the same as the 
preprinted check number on the reprinted check. 

Boxes at the bottom of each check register let you move forward or backward one 
gulp ata time. To find a specific check, click on the Search button, then enter 
the starting date for the search and the Name on the check. 

Select all checks you want printed and click on the Print button. A window like 
this will be displayed: 

Check Printing 

@ Print existing check number 

© Use preprinted check number starting at: | 

[] Print addresses 

MacMoney User's Guide 
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You can indicate various options for printing checks. For example: 

Check Printing Selection 

asin Rema 
Enter the starting check 

number 

Click on the check box 

next to Print Addresses 

if you want to print 

addresses on the checks 

Click on the Test button 

to print test checks 

For checks with printed numbers. 

For checks with no printed check 

numbers, you would choose to 

have MacMoney print using the 

existing check numbers from your 

transaction entry. 

You can have up to 100 names and 

addresses on your Names List, 

which can be printed on your 

checks. 

You can print test checks to make 

sure your check forms are 

properly aligned in the printer. At 

the present time you are unable to 
use the LaserWriter for check 

printing. 

WHA AHA TH WA 
Note: If you use up one or more of your prenumbered checks during 
loading or testing, enter the correct starting number in the appropriate 
box before printing your checks. The print check register has a column to 
indicate which checks have previously been printed. 

@ File Edit Transactions Lists Plan Reports Graphs} 

MacMoney has a complete selection of graphs available for your use. Some 
graphs are standard, these graphs you can choose and display with just a few 
clicks of the mouse. A choice of custom graphs can be selected and modified to 
display the exact information you want. To print a graph, use the Print Window 
option in the File Menu. See the remarks on LaserWriter printing earlier in the 
Reference section under File Menu. 
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Standard Graphs 

The first four options on the Graphs Menu are the standard graphs. To see any 
of these graphs, pull down the Graphs Menu, select the one you want, and click 
on the Graph button to display it. To clear a graph from the screen, click in the 
close box in the upper left-hand corner of the window. Here is a description of 
each standard graph: 

Net Worth 

Budget vs. Actual 

Major Expenses 

Cash Flow 

Custom Line Graph 

Custom Bar Graph 

Custom Pie Chart 

Trend Line 

Graphs 

Net Worth 

Budget ws. Actual 

Major Expenses 

Cash Flow 

Custom Line Graph 

Custom Bar Graph 

Custom Pie Chart 
rrr i i rr rr irr 

Trend Line 

Graphs 

Net Worth 

Budget vs. Actual 

Major Expenses 

Cash Flow 

Custom Line Graph 

Custom Bar Graph 

Custom Pie Chart 

The Net Worth graph (line graph with trend line) 
shows your assets compared to your liabilities (i.e. 
how much you own vs how much you owe). The 
trend line shows whether your financial picture is 
improving throughout the year. In this standard 
graph, the trend line may not be removed. 

The Budget vs. Actual (bar graph) compares 
the total of your budgeted amounts with your 
actual amounts by month. If you don't use the 
budget features, this graph will not be of much 
interest, but if you do, it will show you how 
accurate your estimates and projections were. 

The Major Expenses graph (pie chart) displays 
your eleven largest expenses. It shows how these 
expenses relate to the total of all other expense 
categories, which are shown as the twelfth 
segment. 

MacMoney User's Guide 

' ’ 



Net Worth 

Budget vs. Actual 

Major Expenses 

Cash Flow 

Custom Line Graph 

Custom Bar Graph 

Custom Pie Chart 
Orr rr rr re 

Trend Line 

Custom Graphs 

The Cash Flow graph (line graph with trend line) 
shows your monthly cash flow G@ncome vs. 
expenses). The trend line shows the average 
change of your cash flow over the fiscal year. 
Examining your cash flow will help you determine 
if you are spending more than you should. 

If the standard graphs don't display the information you need, custom graphs are 
available. These graphs are similar to custom reports; you can tell MacMoney 
to graph just the information you want to have displayed. Pull down the Graphs 
Menu and choose any of the custom graph options. A selection window for that 
particular graph type will be displayed. Make your selections and click on the 
Graph button to display the graph. 

Note: In all custom graph selection windows, bank accounts and cash 
accounts are treated as assets; credit cards are liabilities. 

MacMoney Graphs follow Macintosh window rules. We have arranged the 
windows so that while a graph is displayed, you can bring the selection window 
to the front by clicking anywhere on its exposed edge. The same holds true for 
bringing the graph forward when the selection window is displayed. You can 
quickly switch back and forth between the graph and the selection window and 
look at a graph, make selection changes, and instantly see how the graph picture 
is changed. 

Net Worth 

Budget vs. Actual 

Major Expenses 

Cash Flow 

Custom Line Graph 

Custom Bar Graph 

Custom Pie Chart 
Oe er rrr ry 

Trend Line 

a MacMoney User's Guide 

The Custom Line Graph option helps you 
create line graphs that display the specific 
information you would like to see. 

Pull down the Graphs Menu and select the 
Custom Line Graphs option and MacMoney 
will display the following selection window. 
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Graph Selection -—- Line 

Category Selection 

Oan 
©) Liability @ Specific Category : 

© Income © include © Exclude 

GraphTuype Category Usage 

‘O) Combine any 

O Compare 1-3 

these selections 

@ Entertainment Expense 

®@ Food Expense 
® gifts Expense 

Household Expenses Expense 
Insurance Expense Expense 

Medical/Dental Ex... Expense 
Mortaaae interest... Expense 

Year Budget/Actual 
© This Year O Budgeted Yalues 

‘@) Previous Year © Actual Values 

O Comparison O Budget ws. Actual 

Restore | previous selections 

Custom Line Graph Selection 

Click in the Specific 

Category box if you don't 

Click on Combine any or 

Compare 1-3 (Cf they are 
not dimmed) 

Click on the Year that 

you want to graph 

Click on the Budget/Actual 

type that you want to graph 

(continued on next page) 

You can choose from Asset, 

Liability, Income or Expense 

categories. 
This will bring up the list of 

all available categories of the 

selected type in the scroll window. 

A counter will show the number 

of categories selected. Click again 

to cancel any selected categ 
If you are graphing selected 

categories, these two selections 

will be available. You can compare 

any two or three categories of the 

same type. 

You can choose This Year, 
Previous Year, or Comparison. 

Comparison will take the category 

figures for the current and 

previous year. 

You can choose Budgeted Values, 

Actual Values, or Budget vs. Actual 
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Custom Line Graph Selection 
(continued) 

Click on Save if you want You can select a name and later 

to save these selections 

for reuse later 

Click on Graph or Cancel 

Restore the selections to print the 

same graph again. 

You can display a graph based on 

your selections or cancel the 

process by clicking on the 

appropriate button. 

In all custom selection windows, you will see items dim or become available 
based on your exact selections. The icon (the little picture under Graph Type) 
changes depending on your selections and is a visual representation of the type of 
graph you will create. A Trend Line may be superimposed (or removed) from 
any Custom Line or Custom Bar Graph. 

Net Worth 

Budget vs. Actual 

Major Expenses 

Cash Flow 

Custom Line Graph 

Custom Bar Graph 

Custom Pie Chart 
De rr rrr ie 

Trend Line 

The Custom Bar Graph option will provide the 
selection options to show your information in a 
bar graph format. MacMoney will display the 
following window: 

MacMoney User's Guide 
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Graph Selection -- Bar 

Category Selection Category Type 

cS) Asset 

@ Liability 
©) Income 

®) Expense 

GraphType Category Usage 

hl © Combine any 

Cc) Compare 1-3 

these selections 

Custom Bar Graph Selection 

cr 
Choose the Category Type 

Click in the Specific 

Category box if you don't 

want to graph All 

you want included in or 

excluded from the gra 

Click on Combine any or 

Compare 1-3 (if they are 
not dimmed) 

Click on the Year that 

you want to graph 

Click on the Budget/Actual 

type that you want to graph 

(continued on next page) 

- | © House Mortgage Liability 

American Oil Co. Credit Card 

@ Car Loan Liability 

Jones’ General Sto... Credit Card 

Visa Carte Credit Card 

Year 
© This Year CS Budgeted Yalues 

C) Previous Year © Actual Values 

O Comparison @ Budget ws. Actual 

Restore } previous selections 

You can choose from Asset, 

Liability, Income or Expense 

categories. 
This will bring up the list of 

all available categories in the 

scroll box. 

A counter will show the number of 

categories selected. Click again 

to cancel an selected category. 

If you are graphing selected 

categories, these two selections 
will be available. You can compare 

any two or three categories of the 

same type. 
You can choose This Year, 

Previous Year, or Comparison. 

Comparison will take the category 
figures for the current and 

previous year. 

You can choose Budgeted Values, 

Actual Values, or Budget vs. Actual. 
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Custom Bar Graph Selection (continued) 

Click on Save if you want 

to save these selections 

for reuse later 

Click on Graph or Cancel 

You can select a name and later 

Restore the selections to print the 

same graph again. 
You can display a graph based on 

your selections or cancel the 

process by clicking on the 

appropriate button. 

Note: The icon (the little picture under Graph Type) changes depending 
on your selections and is a visual representation of the type of graph you 
will create. 

Net Worth 

Budget vs. Actual 

Major Expenses 

Cash Flow 

Custom Line Graph 

Custom Bar Graph 

Custom Pie Chart 

Trend Line 

The Custom Pie Chart option provides an 
attractive display of information and MacMoney 
pie charts are a pleasure to use. Pie charts look 
best when there are not cut into too many slices, 
so we have limited them to a maximum of 12 
slices. This conveniently will show monthly 
values for your fiscal year. When you select the 
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Pie Chart option from the Graphs Menu, a 
selection window like this will appear: 

Graph Selection —- Pie 

Category Type 

© Asset 

© Liability 
O income 

cS Expense 

Graph Type Period 

@ Cash Account Cash 

@ Computer Equipment Asset 
@ House Asset 

Personal Checkbook Bank Account 

Savings Account 

Vehicles 

@ This Year 

Bank Account 

Asset 

c> Budgeted Yalues © Year-Te-Date 

© One Month -(HAIN) O Previous Year @© Actual Values 

NE, O One Quarter : 

1 to 12 © att Gear ters 
Categories 

MacMoney User's Guide 
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Note: If you select All categories, or more than 11 Specific Categories, 
the pie chart will show a slice for each of the largest eleven categories, 
and the twelfth slice will show the combined total of the remaining 
categories selected. 

Custom Pie Chart Selection 

fe 
Choose the Category Type You can choose from Asset, 

Liability, Income or Expense 

categories. 

Click in the Specific This will bring up the list of 

Category box if you don't all available categories in the 

want to graph All categories scroll box. 

ou want to graph Previous Year. 

type that you want to graph Actual Values. 

A counter will show the number 

of categories selected. Click again 

to cancel any selected category. 

You can choose Year-To-Date, One 

Click on the category(s) 

you want included in or 

excluded from the graph 

Click on the Period that 

you want the Pie Chart to Month, One Quarter, All Quarters, 
represent or Monthly Values. You can change 

the Month or Quarter by clicking in 
the adjacent box. 

Click on Save if you want You can select a name and later 

to save these selections Restore the selections to print the 

for reuse later same graph again. 

Click on Graph or Cancel You can display a graph based on 

your selections or cancel the 

process by clicking on the 

appropriate button. 

Note: If you select All Quarters, the pie will be in four slices and each 
will show the total quarterly amounts for the categories you selected to 
be included in, or the amounts for all categories not excluded from, the 
chart. If you select monthly values, 12 slices will be displayed, one for 
each month. The icon will change depending on your selections. 
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Net Worth 

Budget vs. Actual 

Major Expenses 

Cash Flow 

Custom Line Graph 

Custom Bar Graph 

Custom Pie Chart 
Orr Tir ir iri iii 

“Trend Line 

If Trend Line is selected from the Graphs Menu, 
a trend line will be added to any Custom Line graph 
or Custom Bar graph you display (a check mark 
next to the menu option indicates that it is 
selected). If you want to remove the trend line 
from a graph, select the Trend Line option a second 
time. A trend line represents a linear regression 
line of the historical activity for the selected graph 
categories and is used to show the trend of your 
finances over the period entered, and the probable 
course they will take during the rest of the year, 

assuming the same level of income and expense activity. 

MacMoney User's Guide 
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5. PRACTICAL EXAMPLES 

By examining this User's Guide, you can clearly see just how MacMoney 
operates. What is not always clear is just how you use this information to 
accomplish a particular task. How would you enter a coin collection, for 
example? Look at the Home/Business Inventory example below. In this section 
of the guide, we will give you a comprehensive selection of concrete examples 
that will make your decisions as easy as MacMoney itself. 

We will provide an example of each type of transaction (both single and multiple 
types), followed by a table of uses including a suggested category type. Please 
see Appendix A for suggested personal, business, or tax categories. 
MacMoney is extremely versatile. The examples in the User's Guide provide 
suggestions to help you get started, but still represent only a portion of the tasks 
that MacMoney will do. As we will show in the example for tracking 
business expenses (under Business Use, later in this section), there is more than 
one way to accomplish many of your tasks. Experiment on your own and you'll 
be pleasantly surprised how close MacMoney can come to doing it your way. 

For your convenience in finding the information you need, we will split our 
examples into two parts, Personal Use and Business Use. 

PERSONAL USE 

MacMoney is set up so that you can use just the features you want. Some 
people want to keep a simple record of major expenditures, print out a few 
checks, and perhaps take a look at an occasional graph; all without becoming an 
expert bookkeeper. You have seen that MacMoney will easily do this. Other 
users want to keep detailed financial records, including stocks and bond 
transactions, valuable collections, or other more involved financial activities. 

We will show you some examples; once you are familiar with these transactions 
you can apply the same principles to any situation. 

Single Transactions 

Single transactions are very simple to enter in MacMoney, but sometimes, it 
is not clear exactly what category type should be used. Except for the 
convenience of not having to write or type in all information, faultless 
mathematics, and ID Codes (for gathering multiple categories under one code, or 
sub-classifying a single category under several ID Codes), entering transactions 
is very similar to the familiar action of writing a check. Some common 
examples are: 
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Single Transaction Examples 

Activity 

Child care 

Credit Card payment 

Debit Cards 

Electronic transactions 

Estimated taxes 

Category 

Expense 

Credit Card 

Bank Account 

Bank Account 

Asset 

(When Paid, Expense) 

Liability 

(Interest only) 

Fund transfer Bank Account 

1. Show as deposit to one account and a withdrawal 

or check from another account. 

2. (Asa split) Show both sides of the transaction, 

but pass the amount through a separate trans- 

fer category. 

Overdraft Protection 

Reimbursable Business Expenses 

A common use of the program is to accumulate your business related expenses, 
and present them to your employer in a concise manner. We will show two 
examples to emphasize the fact that there is more than one correct way to 
accomplish most tasks with MacMoney. 

Method One: 

To gather your business expenses, you can use your personal MacMoney 
system. Add some additional categories for appropriate business-type expenses 
such as Business Entertainment, Business Mileage, Business Travel, etc. Create 
an income category to hold your reimbursement amounts (e.g. Business 
Reimbursement) and an ID Code to gather all business expenses together (e.g. 
BE = Business Expenses). Now: 

¢ Record all your transactions as you normally would to the various business 
expense categories, making sure that you use the "BE" ID Code for all of 
them. 

¢ When your business issues the reimbursement check, deposit it to your bank 
or cash account, using Business Reimbursement as the category. 

¢ If you receive a travel advance or other advance against your business 
expenses, just deposit the check as above. As you enter the actual expenses, 
allocate them to the appropriate business categories, with BE as the ID Code. 

MacMoney User's Guide 
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To generate a report, select the Custom Transaction Activity option from the 
Reports Menu. On the first selection window, Leave the selections as All. On 

the second selection window, just Select ID Code "BE." Save these selections 
for later use, if you wish, and click on Report. You will see a record of all your 
business expense transactions, with sub-totals. 

Method Two: 

To show the flexibility of MacMoney, let's say that you don't want to handle 
your expenses in the above fashion. You could instead choose to handle them 
by creating a single business expense category (e.g. Business Expenses). Then: 

¢ Enter all your expenses (check, credit card, cash) in the normal fashion with 
Business Expense as the category. Use the Memo box and ID Codes to 

separate different types of business expenses. 

¢ When you are reimbursed, enter the deposit to the appropriate bank-type or 
cash account, with the category, Business Expense. 

¢ If you receive an advance on expenses, you will enter the transactions in the 
same manner, but in the opposite order. 

Now you can quickly see how you are doing on expenses vs. reimbursements by 
pulling down the Reports Menu and displaying Category List. If you are even, 
the Business Expense category current balance will be zero. If the category 
balance is positive, the company owes you money, if it is negative, you owe the 
company money. You can create a custom transaction report that will show the 
detailed activity in your Business Expenses category. Your memos and ID 
Codes will show additional information about each transaction. 

There are still other ways that the same task, for instance the Business expenses 
could be handled as either a liability or asset account. Try various methods to 
see which suits you. 

Split Transactions 

Any transaction (except an adjustment) can be split, it doesn't have to be a check 
or cash transaction. Let's start with a couple of the most common split 
transactions. 

Cash Back From Purchase 

Often while you are shopping, you will write a check for some amount greater 
than the cost of goods and receive cash back from the purchase. To keep proper 
account of your money, you should not allocate the total of the check to the 
category representing the goods purchased. The cost of goods should go to one 
category and the cash you received back should go to one of your cash categories. 
Time for a split transaction: 
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Cash Back From Purchase Entry 

Cacion demas 
Select Bank Account and the The check form for the selected 

particular bank catego bank will be displayed. 

Enter check information Enter the information for the check 

as you normally do, including 

payee, total check amount, 

category for the goods/services, etc. 

Click on the Split button Eight boxes for the split categories 

and amounts will be placed at the 

bottom of the check form. 

Type in the amount of You have already entered the 

the goods/services category for the goods, now you'll 

purchased, and click or need to indicate their cost and 

type in the cash category which category will be allocated 

the cash amount. 

Place the insertion bar in You can type in the amount or 

the amount box for the MacMoney will conveniently transfer 

cash category. Click in the remaining amount to the 

the amount left in split amount box containing the 

box at the lower right-hand insertion bar (e.g. cash category) 

comer of the window and show that the unallocated 

amount is now zero. Note that you 

can not save a split transaction 

until this amount is zero. 

Click on the save button The transaction will be saved. 

All split transactions work in the same manner. You can edit or move amounts 
using the standard editing functions or cancel the transaction and start over if you 
find that to be easier. 

D it From Multiple Incom r 

Many people have more than one source of income (e.g. both husband's and 
wife's salaries or insurance reimbursements). Let's try another example, this 
time a deposit: 

aeaeenseses., OB me 
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Deposit From Multiple Income Source Entry 

aso i Re 
Select Bank Account and The check form for the selected 

particular bank catego bank will be displayed. 

Pull down the Trans- This will change the check form 

actions Menu again & to a deposit form. 

select the Deposit option 

Enter the deposit Enter the information for the 

deposit as you normally do, 

including date, total deposit 

amount, memo, etc. 
Eight boxes for the split categories 

and amounts will be placed at the 

bottom of the deposit form 

Enter the first source (category) of 

the deposit and its amount. Do the 

same for each source (remember 

that you can click in the final 

amount from the Amount left in 

split box 

Click on the Save button The transaction will be saved. 

Cash Back From a Deposit 

Perhaps you have a deposit where you would like to retain some cash for pocket 
money or to replenish your petty cash fund. In this case, you would: 

Click on the Split button 

Type in the categories 

and amounts for each 

source of the deposit 

Cash Back From a Deposit Entry 

¢ Choose Bank Account to The check form will appear on the 

show the accounts and screen. 

select the account for 

the deposit 

¢ Pull down the Transac- The form will change to the deposit 

tions Menu again and format. 

select Deposit 

¢ Enter the deposit items Enter the Source, Memo, ID Code, 

and the net amount of elc; 
the deposit 

(continued on next page) 
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Cash Back From a Deposit Entry (continued) 

Click on the Split button 

Enter the proper income 

category and the gross 

amount of the deposit 

Enter your cash category 

in the next box and the 

amount of cash you will 

retain 

Eight boxes for the split categories 

and amounts will be placed at the 

bottom of the deposit form. 
You need the gross amount to 

offset the deposit plus the cash 

Enter the amount of the cash that 

you will receive as a negative 

number (remember that you can 

click in the final amount from the 

Amount left in split box). 

MacMoney will make the correct 

ory balances. 

Click on the Save button The transaction will be saved. 

Payroll Deductions 

In order to keep close track of your wages or salary for the year, you can split 
each deposit of your paycheck. Create a category for each of the items deducted 
from your paycheck. For example, Federal Income Tax, State Income Tax, 
FICA, State Disability Insurance, Uniform Allowance, and other credit union or 

insurance plan deductions are common examples. Then, when you deposit your 
check: 

Payroll Deductions Entry 

Action Remarks 

your payroll check checking or savings account. 

payroll check will appear. 
You want the gross amount of the 
check entered to offset all deduc- 

tions and your deposit. 
Make sure you enter all deductions 

as negative amounts with a minus 

sign (-) preceding them. This will 

ensure that MacMoney makes the 

correct changes to all the category 

Enter your income Cate- 

gory and the gross 

amount of the check 

Enter the category and 

corresponding amount for 

each of your deductions 

balances. 

Click on the Save button This will enter the transaction in 

when you are ready your transaction file. 
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Split Transaction Example 

Activity Category Tax 

¢ Car/Other Loans Liability Yes 
¢ Principal (Interest only) 
¢ Interest 
e Service, late charges 

Home/Business Inventory 

You often want to keep track of your possessions for insurance or other 

purposes. If you are in business, the same principal applies. If you have a fire 

or other disaster and can't show your insurance carrier a detailed listing of 

damaged or destroyed items, your chance of getting properly reimbursed is slim 

indeed. As with other tasks using MacMoney, there are several ways of 

handling inventories; the following is one example of the use of MacMoney 

for an inventory of home possessions or office equipment. Create a new system |B 

for your inventory in order to show you the details you want without having 

your regular system grow excessively. Title the new system so that you'll know 

what it contains (e.g. Home Inventory '86). Then: 

Home/Business Inventory Entry 

casion | Reman 
Enter categories for each 

major type of item (asset) 
You may want to make each room 

a category. If you are a collector, 

you might want to assign a separate 

category for each collection. 

ID Codes can be used to further 
identify classifications. 

You can then make your detail 

entries. For instance you can make 

an adjustment for a TV set, Couch, 

and chairs, all under the Living 

Room Category. 

Click on the Save button When each adjustment transaction 

when you are ready is complete, save it. 

Once you have finished your entries you can see what you possess. Pull down 
the Reports Menu and print reports or the Graphs Menu and graph the items. 

Make an adjustment 

transaction for each item 

using the correct 

category type 

amt YZ > x 

Beeeesesese sg 
You can easily see your inventory balances by looking at the Category List 
report, or you can create your own custom reports. You can see the percent of 
total value for each item by creating a Custom Financial Report (Balance Sheet). 

MacMoney User's Guide 101 



Amr VEZ > *K w 

Save these reports in a safe place in case you need to provide documentation of 
any losses. 

Investment Portfolios 

If you have just a few investments, enter them in your personal MacMoney 
system. If you have many stocks and bonds or other investments, consider 
creating a system to track the details, similar to the inventory example. Create 
and name a new system, then: 

You can select a Custom Transaction Activity report with all transactions and all 
categories to show your investment activity. You can see your starting and 
current balances by using the Category List report. 

Investment Portfolio Entry 

Enter an asset category 

for each stock, cert. of 

deposit, T-Bill, money 
market fund, bond or 

other investment on a 

certain date. Use the pur- 

case price as the starting 

balance. 

Enter bank account trans- 

actions to record purchases 

(checks) and sales (deposits) 

Click on the Save button 

when you are ready 

You should make income categories 

to hold your interest earned, divi- 

dends, short and long term gains 
(some states even have medium 

term gains). 

This technique will allow 

MacMoney to make the proper 

entries to keep your balances straight. 

Adjustment transactions may also be 

used to change asset values due to 

appreciation or depreciation. Use 

ID Codes to further identify your 
investments. 

When each transaction is complete, 

save it. 
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BUSINESS USE 

Let's get down to business. You have seen that MacMoney has been designed 
for easy use, and that it uses terms that are familiar to all users rather than only 
to bookkeepers or accountants. Don't let the language fool you, MacMoney is 
at home in the small business world as well. The program allows up to 6,000 
transactions per year (depending on hardware configuration), $99,999 ,999.99 
accuracy, double-entry bookkeeping methods, sub-accounts (ID Codes) of your 
Chart of Accounts (Categories), vendor list (Names List), and other features 
geared to the business environment, without strictly adhering to accounting 
terminology. 

If you are more comfortable with numbered accounts in your Chart of Accounts, 
just enter them in, MacMoney will use them properly (see the Examples, 
Hints section). While there is no category type for Equity, just create a liability 
account of that name (or number) and you're in business. 

MacMoney is not a modular General Ledger, Accounts Payable, Accounts 
Receivable accounting system, but it is based on the same principles. It may be 
just what you are looking for in an easy to use system to track your business 
finances. With a little thought, you can closely parallel the modular functions of 
strictly business systems, while retaining the ease of a personal system. 
Remember that MacMoney is the equivalent of the General Ledger module, 
with many added convenience features. 

Single Transaction Examples 

Activity Category 

e Drawing Accounts 1. Asset (if loan) 

2. Expense (if against wages) 

e Inventory purchases Asset 

¢ Estimated taxes Asset 
(At the end of the year, you adjust the 

balance to be the tax due, the remainder, 

if any, will equal your refund due) 

* Check with your tax consultant 

Invoices and Accounts Receivable 

There are several methods of handling invoices. If you issue a fairly small 

but 

number of invoices, say for about 10 customers, you may wish to create an asset 
for Cash Receipts and a checkbook for each regular customer, with an additional 
checkbook for customers who deal with you infrequently. This would allow you 

MacMoney User's Guide 103 

oot Se 



ant ws > * 

to track each customer directly. You would, of course, need to create other 
categories for discounts taken, counter sales and a Gross Income category. 
Another method is to set up several checkbooks into which you could group 
your customers by classification. As always, MacMoney gives you several 
choices which will accomplish the same end. For example, if you have a large 
clientele, you could use the following method: 

e Set up a checkbook called Accounts Receivable, an income category called 
Gross Income, and an asset category called Cash Receipts. 

¢ When a customer buys on credit, make a deposit transaction using the 
Accounts Receivable bank account. You may place your customer's name in 
the Source box. You may use the Memo box to record the product or service. 
An ID Code could be used to indicate the terms of sale (e.g. CD for COD, 10 
for Net 10 days, 30 for Net 30 days). Tailor these suggestions to suit your 
needs. Use Gross Income as the category. 

¢ When you receive a payment from a customer, enter a check transaction on 
the Accounts Receivable bank account. You might use the invoice number 
being paid as the check number (provided your invoice numbers do not exceed 
six digits); use the Pay To box for the customer's name, and use the Memo 
box to indicate whether the payment was in full or a partial payment. You 
can also use the ID Code box to indicate special conditions. Use Cash 
Receipts as the category for these transactions. 

¢ When you deposit the money into your company bank account, do a normal 
deposit for that account noting the source as "Week's Receipts," and use the 
category of Cash Receipts. The Cash Receipts account will go to zero as you 
transfer your money into the company's bank account. 

¢ If you want to record a discount taken or other expense, split the transaction 
and enter the appropriate amounts. In this case, assign the discount taken to 
that income category and the balance to the Cash Receipts category. 

The Category List report will show the starting and current balances for all your 
categories. You can create a Custom Financial report (select Income Statement, 
Year-to-Date, This Year, Actuals, All Categories) to show your gross sales, less 

any discounts taken, to ascertain your net income. A Custom Transaction 
Activity report for all transactions, all categories, will provide a detail record of 
all your Account Receivable activity. 

Accounts Payable 

Using the accrual method of accounting, you can parallel a modular Accounts 
Payable system very easily. Create an Accounts Payable Credit Card. This is 
not as strange as it sounds. Purchasing anything on account is very similar to 
simple Credit Card purchases. 

¢ When you buy anything on account, enter a charge transaction using your 
Accounts Payable Credit Card. Enter the Merchant, a Memo to describe the 
purchase, and assign it to the proper category(s). Split the transaction, if 
appropriate. 
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¢ When you pay a bill, enter a check transaction from your business checkbook 
and use the Accounts Payable Credit Card as the category. Do not split a 
payment, you want the entire amount to go to the credit card category. 

Your Standard and Custom Reports will allow you to view and print the status 
of your Accounts Payable transactions in various forms. 

Split Transaction Example 

Activity Category 

¢« Retail sale & Sales Tax e Sales Income 

e Sales Tax Payable (liability) 

¢ Shipping & Handling (expense) 

¢ Discount allowance (expense) 

* Check with your tax consultant 

HINTS 

There are some miscellaneous hints that can save you time in using 
MacMoney. The following are items that we have learned in the process of 
testing and using MacMoney. 

General 

e Whenever you want to split a transaction, but don't have all the information 
required, save it as a split transaction, including the information you have. 
You can easily edit the transaction's information later. 

¢ If you set up an Automatic Transaction for a transaction that has an amount 
which varies each month (e.g. a gas credit card), "pay" the transaction each 
month when due, then just bring up the check register and edit the 
transaction's amount, or other item(s). 

¢ If you are using a LaserWriter, or need space for the full Finder, you can gain 
extra space by removing the MacMoney Help file. The program will 
operate without it, but of course, you will no longer have on-screen help 
available. 

e Whenever you are printing a report relating to budgets (e.g. Budget vs. 
Actual), remember that you will not see a category on the report unless it has 
an "X" in the Budget box on the Budget edit/entry window (you don't need to 
have any budget information entered). You can change the Budget status at 
any time by editing the Category List. The Tax Category check box works in 

euro E> x my 

the same manner. 
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If you have any strange occurrence while using MacMoney, close down the 
windows and quit the program. Restart MacMoney in the normal manner 
and try the option again. Please keep notes of your steps when you do this so 
that we can offer you quick help, if needed. Check all your equipment before 
writing or calling for assistance. 

We have tested the program from all the angles that we could think of, but 
occasionally some combination may occur that we have not thought of. If 
you Click rapidly many times, it is possible (the Macintosh uses a 
"click-ahead" buffer) to give a new command to the program before it has 
completed its current task, causing unpredictable results. If this happens, just 
Close and re-Open the system. 

To make sure that the program is as safe as possible, MacMoney checks the 
database for integrity each time the program is started and the program is 
arranged so that there is little chance of data loss. 

If you don't have enough space on your data disk, MacMoney won't bother 
to ask if you want to extend your system. It knows you can't. 

MacMoney Cut and Paste functions work with many of the calculators 
found in the Apple Menu. You can calculate subtotals, etc. highlight them, 
and then Cut and Paste to any of the entry boxes in the program. 

MacMoney will automatically configure the memory setting of Switcher. It 
runs with a minimum 256K memory allocation, but runs better with 350K of 
memory. If the allocation is not big enough, some report sorts and other 
options will not be available. 

If you want to use numbered accounts, just place zeros to the left of any 
shorter number. For instance the following numbers would be sorted 
properly, by number: 0009, 0010, 0100, 0200, 1000, 1010. 

To impress your accountant with a net income (loss) report with all the bells 
and whistles, export your Financial reports into ReadySetGo (or equivalent 
program), take your Net Worth from your Balance Sheet and subtract your 
Profit (Loss) from your Income and Expense report. The result is your 
retained earnings or owner's equity, depending on your business. You can 
then add graphics to this report as well. 

When you use MacMoney with the HFS file system, the MacMoney™ file 
and the MacMoney.Help file must be in the same folder. All of the data files 
for each MacMoney system must be in one folder, which may be separate 
from the program folder. 

If you lose a MacMoney data system that you are sure is on the disk, you 
may have started the program with a MFS disk (Finder 4.nn) and are trying to 
read a data disk created with HFS (Finder 5.nn). Restart with the HFS system 
and you will be able to find your data. 

MacMoney User's Guide 



¢ If you ever lose the icons for MacMoney, you can get them back by 
rebuilding the desktop. To do this, hold down the Command and Option keys 
while re-starting the computer. 

Automatic Bill Payment 

No matter how quickly MacMoney will enter a transaction, it is still faster to 
complete several transactions using Automatic Transactions. In addition, you 
have the advantage of being reminded when the transaction is due to occur. 
Automatics can be any bank-type transaction; check, deposit, withdrawal, or 
service charge. 

You cannot edit an Automatic Transaction, but this has little effect. To change 
any item when paying an automatic, it is very quick and easy to complete the 
transaction, then bring up the register, double-click on its entry, and edit the 
information you wish to change. 

Each time you start MacMoney, you receive a message if there are any 
Automatic Transactions due to be completed. To review or "pay" them, pull 
down the Transactions Menu and select Automatics. You will see a register of 
all Automatic Transactions, from which you can choose one or more to Pay, 
Skip or ignore. 

The Bill Payment Summary report shows all Automatic Transactions in a 
convenient form and can help you determine your cash flow requirements for a 
given period of time (see the Reference Section for further details and Appendix 
C for a sample). 

Reconcile Across Fiscal Years 
Amr ty Zz > K 

There are several ways that you can reconcile your bank accounts when you have 
ended one year and started the next year's system. 

Method One 

At the end of your fiscal year, print out an extra copy (you will be writing on 
this copy) of a Custom Transaction Activity report for the particular bank 
account that you are reconciling, showing all of the transactions that have not 
cleared. 

The first time you reconcile your account in the new fiscal year, use the copy of 
the uncleared transaction report and check off any of last year's transactions that 
have cleared your bank since the end of the year. Use the system calculator to 
total the amount still not cleared. Write this net amount on your report. It 
should equal the amount by which your MacMoney's current year 
reconciliation is out of balance. 

Repeat this procedure each time you reconcile your account until all of the prior 
year's transactions have cleared the bank. 
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Method Two 

Before you reconcile your account for the first time in the new fiscal year, start 
up MacMoney and open the prior year's system. Reconcile any transactions 
that have cleared and print a Custom Transaction Activity report of all uncleared 
transactions. 

The net amount on your report should equal the amount by which your 
MacMoney's current year reconciliation is out of balance. 

Repeat this procedure each time you reconcile your account until all of the prior 
year's transactions have cleared the bank. 

Manual Distribution Transaction 

Any time that you want to distribute amounts manually with complete control, 
you can make a "zero amount" split transaction. Use a cash account and place 
zero in the amount box, then distribute your amounts through the eight category 
and amount boxes, and make sure they balance to zero. When you do this, you 
circumvent all protection included in MacMoney transactions and therefore, 
you must be familiar with accounting principles. An example might be: 

‘iBalance}i 

FReason: 
HELELELE ets: 
Fem] si record loan purchase 

Mn CEEEEECEE EE EE EPP EE EEE EE EEE ET ET EEE | £ { TEETETE | 
Car Loan BS 

; rhe 4 
ERRRRERROESERE 
ae if: 
PTTTELEL 
aa EL: 

TTTETERLLLL: 
Matg. 75 
Feanastannat 

$ iPro ARE 

Bank Account/Credit Card Use With Assets/Liabilities 

Bank Accounts are a form of asset and Credit Cards a form of liability. These 
categories (accounts) are used to manipulate special forms of these accounts. 
Therefore, you can use either type of category to adjust any asset or liability 
which has frequent balance changes. For this use, you need to understand 
something of accounting principles. 
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APPENDIX A 
SUGGESTED CATEGORIES 

If you would like advice on some typical categories to use with your personal 
MacMoney system, this Appendix provides some common categories for 
personal, business, and tax use. The left-hand column contains a numbering 
system for your categories if you are not comfortable with unnumbered 
categories (Chart of Accounts). You can use any system, but be sure to place 
zeros in front of smaller numbers if needed (e.g. categories 099.5, 099.6, 900.1 
will be sorted properly by the program). 

MACMONEY PERSONAL CATEGORIES 

The following are some tried and true category examples used for personal 
accounting systems. You do not need to use all of these categories and 
conversely can add many categories to those shown. Use with a code number to 
create a numerical list or without codes for an alphabetical list. Look at the 
Business and Tax categories to see if they contain other items to add to your 
system. 

Example 

Code _ with Name Type 

100 ~—=Personal Checking Bank Account 
105 Savings Account Bank Account 
120 Cash Account Cash 
170 Collections (Coin/Stamp) Asset 
175 Computer Equipment Asset 
180 Furniture Asset 
185 House Asset 
190 Stocks & Bonds Asset 
195 Vehicles Asset 
200 Credit Cards-Gas Credit Card 
210 Credit Cards - Other Credit Card 
220 Credit Cards - Visa, MC Credit Card 
240 Alimony Liability 
250 Loans - Misc. Liability 
260 Loans - Mortgage Liability 
400 Checking Interest Income 
410 Dividends Income 
420 Miscellaneous Income Income 
430 Personal Income Income 
440 __ Savings Interest Income 
800 Auto Expenses Expense 
802 Auto Expenses, fuel Expense 
804 Charitable Contributions Expense 

(Continued next page) 



(Category suggestions continued) 

Code_ with Name Type 

806 Checking Service Charges Expense 
808 Clothing Expense 
810 Credit Card Interest Paid Expense 
812 Dental Expenses Expense 
814 —_ Electricity Expense 
816  Entertainment/Business Expense 
818  Entertainment/Personal Expense 
S207) AT A. Expense 
822 Food Expense 
824 Household Expenses Expense 
826 Insurance, Health Expense 
828 Insurance, Other Expense 
830 Insurance, Vehicle Expense 
832 Loan Interest Paid Expense 
834 Medical Expenses Expense 
836 Miscellaneous Expenses Expense 
838 Pet Supplies/Food Expense 
840 Savings Service Charges Expense 
842 = S.D.I. Expense 
844 Taxes, Federal Expense 
846 Taxes, Personal Expense 
848 Taxes, Property Expense 
850 Taxes, Sales Expense 
852 Taxes, State Expense 
854 Telephone Expense 
856 ‘Travel Expense 
858 Utilities Expense 

AHO Zw VU > 
MACMONEY BUSINESS CATEGORIES 

For your business system, here is a selection of common business categories. 
The number codes come from a text on small business accounting and both the 
numbering scheme and categories may be changed or omitted as required. 

Example 

Name Type 

100 Cash 

101 Cash in Bank, General Bank Account 

103 Cash in Bank, Payroll Bank Account 
105 Savings Account Bank Account 
107 Cash on Hand Cash 
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Code Name 

110 Receivables 
Th | Accounts Receivable 
113 Accounts Receivable/Employee 
114 Accounts Receivable/Other 
115 ~Notes Receivable 
116 Claims Receivable 
Ey Interest Receivable 
118 Allowance Doubtful Accounts 

120 Inventory 
Pa Finished Goods 
122 Work in Process 
123 Raw Materials 
124 Supplies 

130 Deferred Expenses 
| Prepaid Rent 
132 ‘Prepaid Insurance 
133. ~=Prepaid Taxes 
134 ~~ Prepaid Interest 
138 Returned Checks 

140 Investments 
141 Securities 
143 ~— Real Estate 
8 | Land 
154 Buildings 
156 Building Improvements 

160 Equipment 
161 Furniture & Equipment 
162 Machinery & Equipment 
163 Accumulated Depreciation 

(Machinery & Equipment) 
165 Automotive Equipment 

170 Other Assets 
176 Leasehold Improvements 
191 Organization Expense 
192 Patents, Copyrights, etc. 
194 Franchise Cost 
195 Deposits 
196 Goodwill 

200 Current Liabilities 
201 
205 
206 
207 
209 
224 
222 
225 

Accounts Payable 
Notes Payable/Bank 
Notes Payable 
Contracts Payable 
Federal Income Tax Payable 
Accrued Payroll 
Payroll Tax Payable/S.U.I. 
Payroll Tax Payable/F.I.C.A. 
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Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 

Asset 
Asset 

Asset 

Asset 

Asset 

Asset 

Liability 
Liability 
Liability 
Liability 
Liability 
Liability 
Liability 
Liability 
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Code 

240 

Name 

224 Payroll Tax Payable/W.T. 
225 _—~ Payroll Tax Payable/F.U.I. 
230 Accrued Expenses 
231 Sales Tax 
Long Term Liabilities 
241 Trust Deeds Payable 
243 Notes Payable 

300 Net Worth 

400 

500 

700 

800 

to 

303 Capital Stock 
305 Capital Surplus 
310 Earned Surplus 
Income 

401 Sales 

405 Sales/Resale 

407 Sales/Non-Taxable 

420 Cash Discounts Allowed 

421 Returns & Allowances 
431 Professional Fees 

441 Rental Income 

450 Management Fees 
455 Commission Income 
491 Miscellaneous Income 

Cost of Sales 
501 Direct Labor 

510 Material Purchases 
534 Inventory Adjustments 
Selling Expenses 
751 Salaries & Wages 
2 Commissions Paid 
758 Travel/Business Promotion 

760 = Advertising 
769 Vehicle Expenses 
770 Dues & Subscriptions 
fag Freight Out 

General and Administrative Expenses 
803 Salaries & Wages 
805 Bank Charges 
806 Payroll Taxes 
807 Compensation Insurance 
808 Group Insurance 
809 Employee Welfare 
810 Rent 
814 Depreciation 
816 Amortization 
820 Office Supplies & Expense 

Type 

Liability 
Liability 
Liability 
Liability 

Liability 
Liability 

Liability 
Liability 
Liability 

Income 

Income 

Income 

Income 

Income 

Income 

Income 

Income 

Income 

Income 

Expense 
Expense 
Expense 

Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 

Expense 
Expense 

Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
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Code Name 

821 Postage 
824 Repair & Maintenance 
825 Janitorial Services 
830 Telephone 
831 Utilities 
841 Travel/Business Promotion 
842 Vehicle Expenses 
846 Legal & Accounting 
855 Taxes & Licenses 
865 Bad Debt Expenses 
866 Credit & Collection Costs 
868 Contributions 

880 Other Income 
881 Interest Income 
882 Dividend Income 
883 Rental Income 
886 Other Income 
888 Capital Gains 

890 Other Expense 
891 Miscellaneous Expense 
892 Interest Expense 
898 Capital Losses 

MACMONEY TAX CATEGORIES 

Type 

Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 
Expense 

Income 

Income 

Income 

Income 

Income 

Expense 
Expense 
Expense 

Remember that tax laws constantly change. Consult your tax advisor for 
information on the current status of laws relating to your situation. 

Description Category 

FORM 1040: 

Wages, salaries, tips, etc. Wages 
Refunds of state & local taxes Tax Refunds 
Alimony received Alimony Received 
Fully taxable pensions etc. 
Other pensions & annuities, etc. 
Unemployment compensation 
Social Security Benefits 
Other income 

Pension, Taxable 

Pension, Other 

Unemployment Comp 
Social Security 
Income, Other 

Moving expense Moving Expense 
IRA deduction IRA 
Payments to a Keogh Keogh 
Penalty, early withdrawal Interest Penalty 
Alimony paid Alimony Paid 
Federal income tax withheld Tax Withheld 
Estimated tax payments Estimated Tax 
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Inc 40 

Inc 40 

Inc 40 

Inc 40 

Inc 40 

Inc 40 

Inc 40 

Exp 40 
Exp 40 
Exp 40 
Exp 40 
Liab 40 

Exp 40 
Asset 40 
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SCHEDULE A: 

Prescription medicines & drugs 
Doctors, dentists, hospitals, etc. 
Medi. transportation & lodging 
Other medical 
State & local income taxes 

Real estate taxes 

General sales tax 

Sales tax on motor vehicles 

Other taxes 

Home mortgage paid (loan co.) 
Home mortgage paid (individual) 
Credit card & account interest 
Other interest you paid 
Cash contributions 
Cash contributions over $3,000 
Union & professional dues 
Tax return preparation fee 
Miscellaneous deductions 

Prescription Medicines 
Doctors, Etc. 

Medical, Transport 
Medical, Other 
Tax, Local Income 

Tax, Real Estate 
Tax, Sales 

Tax, Vehicle 
Taxes, Other 
Mortgage, Loan Co. 
Mortgage, Individual 
Interest, Credit Card 
Interest, Other 

Contributions, Cash 
Contributions, Large 
Dues 

Tax Return Fee 

Deductions, Misc. 

SCHEDULE B: Interest and Dividend Income 

Interest: seller-financed home 

Other interest income 

Dividend income 

SCHEDULE Cl 

Purchases 

Cost of labor 

Materials & supplies 
Other Costs 

Mortgage Income 
Interest Income 
Dividends 

Purchases 

Labor Cost 

Materials 
Business Costs, Other 

SCHEDULE C: Profit or Loss from Business Profession 

Gross receipts or sales 
Returns & allowances 
Other income 
Advertising 
Bad debts, sales or services 
Bank service charges 
Car & truck expenses 
Commissions 
Depletion 
Dues & publications 
Employee benefit programs 
Freight 
Insurance 

Receipts, Gross 
Allowances 
Income, Business 

Advertising 
Bad Debts 
Bank Charges 
Vehicle Expenses 
Commissions 
Depletion, Business 

Dues/Publications 

Employee Benefits 
Freight 
Insurance, Business 

Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Liab 
Liab 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 

Inc 

Inc 

Inc 

Exp 
Exp 
Exp 
Exp 

Inc 
Inc 
Inc 

Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 
Exp 

> >PrPrPrPr rrr rrrrrrrrpy 
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Interest on business debt Interest, Business Exp OG 
Laundry & cleaning Cleaning, Business Exp C 
Legal & professional services Professional Services Exp. 2G 
Office expense Supplies, Office Exp. “€ 
Pension & profit-sharing plans Pension Plans Xp 
Rent on business property Rent, Business Exp. © 
Repairs Repairs, Business Exp: 2G 
Supplies Supplies, Business Exp, © 
Taxes Taxes, Business Exp: © 
Travel & entertainment Travel/Entertainment Exp 7G 
Utilities & telephone Utilities, Business Exp  C 
Wages to employees Salaries/Wages, Business Exp C 
Other expenses Expenses, Business Exp C 

SCHEDULE E: Supplemental Income Schedule 

Rents received Rents Received Inc E 
Royalties received Royalties Received Inc E 
Advertising Advertising, Property Exp, 5 
Auto & travel Auto/Travel, Property Exp - 1B 
Cleaning & maintenance Cleaning, Property EXD. 
Commissions Commissions, Property Exp E 
Insurance Insurance, Property Exp E 
Interest Interest, Property Exp § 
Legal & other professional fees Fees, Property Exp E 
Repairs Repairs, Property Exp E 
Supplies Supplies, Property Exp E 
Taxes Taxes, Property Exp E 
Utilities Utilities, Property Exp E 
Wages & salaries Wages, Property Exp. “5 
Other rent & royalty expenses Expenses, Property Exp. £ 

SCHEDULE SE: Computation of Social Security Self-Employment Tax 

Soc. Sec. wages, tips, & RRTA R.R.T.A. Exp SE 
Unreported tips/Soc. Sec. Tips Inc SE 

FORM 2106: Employee Business Expenses 

Fares for airplane, bus,taxi, etc. TAXI Exp 06 
Meal, lodging & other expenses MEALS Exp 06 
Outside salesperson's expenses Business Expense Exp 06 
Other reimbursed expenses Bus Expense Other Exp 06 
Employer's payments Payments Exp 06 
Gasoline,oil, lubrication Gas Exp 06 
Other (actual car expenses) Repairs Exp 06 
Businness parking fees & tolls Parking Exp 06 

MacMoney User's Guide 
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APPENDIX B 
SYSTEM MESSAGES 

MacMoney is very easy to use, but you may occasionally receive a system 
message. Often, the message tells you how to correctly enter information so 
that the program can understand your entry. At other times, it may indicate a 
minor error that you need to correct before proceeding. If you see a message not 
listed in this section, consult your Macintosh Manual for Apple system 
messages. Here is a list of some MacMoney system messages which you 
might receive: 

System Messages 

¢ A Printer Error (number) has 
occurred. Printing will cancel. 

e All values negative or zero. Can't 
draw Pie Chart. Try Bar or Line 
Graph. 

¢ Blank amount box found for 

Category. 

¢ Both Check Range boxes can't be 
blank. 

¢ Both dates can't be blank. 
¢ Can't change starting balance of 

active Category. Use an 
Adjustment. 

¢ Can't change type of active 
Category. 

¢ Category name already in use. 

¢ Category: (category) not found. 

¢ Check number must be 0 to 
999999. 

¢ Congratulations, you and the bank 
agree! 

¢ Date: (date) not correct. 
¢ Date: (date) not in current Fiscal 

Year. 

¢ Day of month: (day) not valid. 
¢ File (filename) not found, returning 

to the Finder. 

Remarks 

The program has detected an error ( # 
(error) ) related to your printer. 
Correct the error and reprint. 

Your selections contain either no 
information or negative inform- 
ation that cannot be shown with a 
Pie Chart. Use a Bar or Line 
Graph. 

All categories in a transaction must 
have amounts (splits, an amount 
for each Category). 

You must have at least one valid 
ci1eck number entered in a range. 

You must enter at least one valid date. 
Once a Category is used in a trans- 

action or as a Default Category, it 
cannot be changed. An adjustment 
can change your balance to zero. 

Once a Category is used in a trans- 
action or as a Default Category, its 
type cannot be changed. 

You cannot have two identical 
Category entries. 

Could not find requested Category, 
check the spelling or add to the list. 

The program allows check numbers 
from 0 to 999,999. 

You have correctly reconciled your 
Bank Account. 

Part of the date (date) is not valid. 
Date entered (date) is not within the 

current fiscal year. 
Day of the month (day) is not valid. 
File (filename) was not found, you are 

returned to the Apple Finder. 

MacMoney User's Guide 
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System Messages (continued) 

ID Code already in use. 

ID Code must contain only 0-9, 
A-Z, OF a-Z. 

Invalid amount found. 

Name already in use. 

No room for an additional 

Category. 

No room for an additional ID Code. 

No room for an additional Name 

entry. 

No room in the Automatic 

Transaction file. This Transaction 
will not be saved. 

No room on this disk to save 

selections. 

Not enough room on data disk to 
spool this report. Printing will 
cancel. 

Not enough room on disk for 
MacMoney system: (system name) 

Numbers only please. 

Please choose at least one month. 

Please correct and try again. 
Please enter Category name. 

Please enter Default Category. 

Please enter ID Code. 

Please enter Name. 
Ran out of space on the disk while 
attempting to create system. 
System may not work. 

MacMoney User's Guide 

You cannot have two identical ID 
Code entries. 

Only the characters shown may be 
part of an ID Code. 

Invalid content or value of an amount 
entered. 

You cannot have two identical Name 
entries. 

The space allotted to Categories is 
full. Delete an unimportant 
Category. 

The space allotted to ID Codes is full. 
Delete an unimportant Code. 

The space allotted to Names is full. 
Delete an unimportant Name. 

The space allotted to Automatic 
Transactions is full. Delete an 
unimportant Transaction. 

There is not enough room on the 
current disk to save your Report or 
Graph selection. Copy some to 
another disk, or delete an 
unimportant selection. 

You have taken up too much room on 
the current disk with Report or 
Graph selections or other files. 
Copy some to another disk, or 
delete an unimportant selection file. 

Not enough room to create the 
system. Often because you are 
trying to create the system on the 
same single-sided disk that 
MacMoney is on. 

Your entry contains non-numeric 
values. 

Must have at least one month selected 
for each Automatic Transaction. 

Review, correct, and reenter the item. 
A valid Category name must be 

entered. 
The name of a valid Category must be 

entered. 
A valid ID Code name must be 

entered. 
A valid Name must be entered. 
Not enough room on the current disk 

to create a new system. The system 
may be incomplete. 
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System Messages (continued) 

Selected report must be printed 
either with 'Wide' orientation or on 
15" ImageWriter & ‘Computer 
Paper' 

¢ Sorry, (item) not supported. 

¢ Specific Category chosen, but no 
categories selected. 

¢ Starting balance not valid. 

¢ The Database is damaged, therefore 
this transaction cannot be saved. 

e The Print option on the File Menu 
is not supported. 

¢ The Volume (volume name) is 
Locked or Write Protected, 
returning to Finder. 

¢ There is insufficient memory for 
this operation, returning to Finder. 

e This Category has activity and can't 
be deleted. 

¢ To date can't be earlier than From 

date. 
¢ To number can't be less than From 

number. 

¢ You cannot have a starting balance 
for Income or Expenses, use an 

adjustment instead. 

« You still have unresolved 

Automatic Transactions -- New 

Year cannot be started. 

¢ Your Transaction file is almost 
full. 

e Your Transaction file is almost 

full. Do you want to extend it? 

118 

Pull down the File Menu and select 
the Page Setup option. Click on 
the proper circle or print using a 
wide ImageWriter & 14 7/8" inch 
computer paper. 

Your selection (item) is not supported 
at the present time. 

You must select at least one Category 
to include or exclude after choosing 
Specific Category in Reports or 
Graphs. 

Entered balance is not a valid dollar 
figure. 

You may try to produce Reports or 
Graphs, but you may not save a 
transaction until the MacMoney 
database is intact. 

The Print option on the Desktop is 
not supported at this time. 

MacMoney writes information to the 
data disk, therefore, the data disk 
cannot be locked or write protected. 

Program ran out of memory during a 
procedure. Check that you have not 
set too large a spooler or cache 
buffer. Re-start the program and 
directly try the operation again. 

Once a Category has been used, it 
cannot be deleted. 

Date range must be valid (e.g. 
01/01/86 to 06/01/86). 

Number range must be valid (e.g. 1 to 
100). 

Income and Expense Starting Balances 
are normally zero. If starting in 
mid-year, use an Adjustment 
transaction to enter current balance. 

You must Pay, Skip, or Delete all 
Automatic transactions before 
starting a New Year. 

You have room for about five more 
transactions. Transfer your data to a 
larger disk, if available. 

You have enough room on your disk 
to extend the system. Take the 
opportunity if you have more than 
a few transactions yet to enter for 
the current year. 
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System Messages (continued) 

¢ Your Transaction file is full -- the You have ignored the message above. 
current Transaction WILL NOT be Consider starting a new system. 
saved. 
Your balance is greater {less} than When reconciling, you will be shown 
the bank's by (amount) Please whether your system's balance is 
make sure you have included all greater {less} than the bank's 
Service Charges and transactions. calculated balance. 

x HO Zev UP 



G Zw > 

o 

APPENDIX C 
SAMPLE REPORTS 

This section contains sample reports which can be produced by MacMoney. 
Remember, your custom reports may look quite different from the ones shown 
here, depending upon the selections you make. 

Standard Reports 

Income & Expense 

The Income & Expense report totals all your income and expense categories and 
determines your Net Income for the current month and year to date. 

INCOME & EXPENSE 
Date: 06/20/86 (Income Statement; YTD; This Yr; Actuals; All) 

Time: 10:15 AM Smith Family ‘86 MacMoney 81.08 Page: 1 
a a Ok ak i RE Sk NR ES TS TS TS AE A A TES TLS EY FLIES LIL | ALT TT ST A IO) al OR, ESE Ts 

ACCOUNT NAME Jun 1986 Actuals 

MONTH |% TOTAL| YEAR-TO-DATE [% TOTAL 

INCOME 

Sgt ae tee can pant shesefoate oe eones Segeavedis a das sOupie Pe ie FEA emeecaeneaerr oy) courage PPT gan acces a a ge ces ane 

Interest Earned 0.00 0.00 37.99 0.24 

EROEVAI ST SC OIG 28 2 sane eo eae lee mares SER EL DARA FLA MURS RRANTA J SUE BEN Mata (04° [Seats te ST ae RU ae Pee ae NORE MOE HES SIE 
Personal Income _ 2,450.00 100.00 15,700.00 99.68 

Total INCOME 2,450.00 100.00 15,750.44 100.00 

EXPENSE | 
BRT RP ai Mn ea IN ea ed Pa ee Fares (eee Fare tega Becerra ate sercennt bu roaanso nent 

Bank Service Charge 5.00 0.29 33.95 0.30 

PEVOUIN GY ee en ares ere POTEET EN AH URRY Oe Ln ESPN IP AARON eb ddl RADE ST Jt DR RRA I ART ge eT EAST Gee sea one apse aaa er MGR PTT | REA ET TERE RADAR aE 

Credit Card Interest Paid 0.00 0.00 9.85 0.09 

LEMAOL ERIN O INE ooo: sotiannnte nae easeoras 489-21): rend RRA eer Lo dr eae Cid PERSO REN RS Ae ESSA RDN ARO TINS ARI 
Food 429.73 24.51 1,455.64 12.78 

gifts 0.00 0.00 0.00 0.00 

ZHOUSSNONE EXPOn SOS n.d eesaeinouees aeded eNom AN Aod alien tes 2,112.89] SEAL We Ae he asad Alc aaee a rem tan aan ae 
Insurance Expense 0.00 0.00 0.00 0.00 

Medical/Dental Expenses 0.00 0.00 211.00 1.85 in | 

SOLIGR GS Iter ORE FES | ors rota ceive ee MLo Sone. Ree eee Aad lao We MeN ct Ae oOot ayer acs the dotei subnets apeepatonare carte 
Other Interest Paid 25371 1.47 169.26 1.49 

Taxes Paid 0.00 0.00 0.00 0.00 

Si Ud ACA ear Re RE RR RED oe (RACER Ee Rena ene Rape bk RRR OR So raacd te Crh) RARE ESR nee REPRE GRE PRR Aah PRP  etane 
Travel 0.00 0.00 275.00 2.41 

Utilities 179.52 10.24 797.26 7.00 | 

uN ShICIO “EXDONSOS. aioe eee FN Wow d Mmmemeneeee WH Run 2 Peeeee IE 4 Rp eae, eo Mere nee pono eee CR Vesta eae Sassi 4-7 NERY. 75) ERRATA FCT) (MOET saa naan ai 

Total EXPENSE 1,753.25 100.00 11,391.81 100.00 

NET INCOME 696.75 4,358.63 fm | 
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- Personal Balance Sheet 

- The Personal Balance Sheet lets you see your Net Worth based on the year to 

date information. 

PERSONAL BALANCE SHEET 
(Balance Sheet; YTD; This Yr; Actuals; All) 

Smith Family ‘86 
Date: 06/20/86 

Time: 19:19 AM 

L ACCOUNT NAME | 

MacMoney 81.08 Page: 1 

__ Jun 1986 Actuals 

YEAR-TO-DATE |% TOTAL 

CASH eee ee Peet Aa ate arama erat eract an ee 
Total CASH 335.91 100.00 

L BANK ACCOUNT 

ts cae teat eae eer nearer oer eT rey: SA Rhea Sper eee cat er oeee csarcecentcee ct aiarns acu anzae uct ihas sarthe ieraoce eee erat steine: 

Savings Account 4,762.99 73.02 

Total BANK ACCOUNT 6,522.79 100.00 

L OTHER ASSET 

Seompular Eauimert oi demhvceras tan necetunes $1765 ce acaee PE Gn ee ec ead aaa ao ea Ta 

House 72,000.00 84.69 

Vehicles 9,100.00 10.70 

L Total OTHER ASSET 85,017.65 100.00 

CREDIT CARD 

= See PO ga nate ht as Reais Bim [ ee ere ert aan tataae tear ec tater ar vrscaes orcs Carano festa Rar erat cena 

Jones’ General Store 104.90 14.76 

Visa Carte 605.93 85.24 

Total CREDIT CARD 710.83 100.00 

Boe Pi dian hacia ee 
House Mortgage 49,790.00 96.86 

Total OTHER LIABILITY 51,406.56] 100.00 

NET WORTH 39,758.96 

MacMoney User's Guide 
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This Month's Activity 

This Month's Activity is a list of all transactions for the current month. They 
appear in the order in which they were entered. 

THIS MONTH'S ACTIVITY 
Date: 06/20/86 (All Transactions; All Categories; This Month only) 

Time: 10:20 AM Smith Family ‘86 MacMoney 81.08 Page: 1 

DATE CHK# |PAID TO | AMOUNT |TYPE |MEMO / SPLIT $ |CATEGORY  |ID|Tx]SOURCE 
EL EE EE ET PS LIE LE TS ES I NY DI SY TS a a BT I IE 

06/02/86 1442 New Home Mortgage Co. 550.00|Check |monthly payment JS Persona... 
-S- 40.00] House Mortgage 

err Loerie: UCceee rn Wren rena! eretrcmmancmrierte” Garret a fe Srocccccscceeee 310,00] Mortgage Intere.. dL TXD 
06/02/86 Monthly Service Charge 5.00} BnkSvc Bank Service C...| LS Persona... 

06/04/86 1443 American Oil Co. 23.45] Check | Pay in full American Oil Co. | JS Persona... 

06/04/861444 | A & Pastoral Market | 142.321Check | Groceries + Cash Pc eeeeesef LS... | Persona... 
-S- 107.32] Food 
-S- 35.00] Cash Account 

SIO STSCI Ad: Survivor Software ...}..........2,450:00) BrkDep | Paycheck oot! Personal Income. | JS} Tx] Persona. .. 
06/04/86 American Oil Co. 14.67] CrdChg | Gasoline Vehicle Expenses | V2 Americ... 

06/06/86 |445 Argon Stereo 445.23|Check |CD Player Entertainment JS Persona... 

.06/1.1/861446 | Southwestern Electric} a. 93.85] Check | Electricity Bill, Utilities a. EUI || Persona... 
06/11/86 |447 Southwest Gas Co. 46.09] Check | Heating Bill Utilities GU Persona... 

06/11/86|448 Southwestern Phone Co. 99.41] Check | Telephone Telephone LS Persona... 

.06/11/861449 | Southwestern Water Col 39.581 Check [Water Bill of Utilities oT WU. | Persona... 
06/20/86 | 450 SSL Credit Union $75.45] Check |carloan payment — V1 Persona... 

-S- 149.74] Car Loan 

PEE ER! DRONES NPI E PTR EAA TERT EEPS PCD ERE PERN Oem RAMAN EN Nia Renn POP Eien 25.71) Other Interest... )...|. Ri. eee 
06/20/86 {451 A & Pastoral Market 152.12|Check | Groceries Food LS Persona... 
06/21/86|452 Last Intercommunity B... 175.00} Check | To savings Savings Account | LS Persona... 

06/22/86) | Pocket Cash. 80.001 Bnkwth | Automatic Teller JCash Account {LS | Persona... 
06/25/86 1453 American Oil Co. 14.67] Check | Paid in full American Oil Co. | LS Persona... 
06/25/861454 Visa Carte 125.00} Check Visa Carte LS Persona... 

06/25/86 1455 | A & Pastoral Market | = 114.06|Check [Groceries === Food = TLS] Persona... 
06/25/86|456  |Broiling Seafood | | + 56.23|Check |Anniversary dinner |Food = ~~ |JS|_ | Persona... 
06/25/86 1457 Music Center 43.98] Check | Anniversary concert | Entertainment JS Persona... 

REPORT TOTALS: 
Check/CrdChg BnkDep/CrdRet BnkWth/CrdSve | BnkSvc/CshPmt |Adjust/CshRet 

2,296.44 2,450.00 80.00 5.00 0.00 

14.67 0.00 0.00 0.00 0.00 

Bill Payment Summary 

The Bill Payment Summary is a report of the Automatic transactions you have 
set up. 

BILL PAYMENT SUMMARY 
Date: 06/20/86 (All Automatic Transactions) 
Time: 10:22 AM Smith Family ‘86 MacMoney 61.08 Page: 1 
re a RN RRA I SS TT TS TL TT SS SST TT EE TS AE TN 

NEXT DUE |MONTHS TO OCCUR|PAY TO | AMOUNT |TYPE |MEMO / SPLIT $|CATEGORY |ID| SOURCE 

07/02/86 | JFMAMJJASOND New Home Mortgag... 550.00] Check | monthly payment JS | Persona... 
-S- 32.00] House Mortg... 

decdducacccceesedallseesecacdeacsaeesccsegssccessesscaes Bee Mortgage Int... dd. 
06/20/86 |JFMAMJJASOND _ | SSL Credit Union 175.45|Check | car loan payment V1] Persona... 

-S- 144.74] Car Loan 

Lary D Deaee enreeaenny Me mene! las Lanseerenan na ET GS RO, LSI kn NY, | CSO 
°07/05/86|JFMAMJJASOND  |Survivor Software | | 2,450.00] BnkDep | Paycheck Personal Inco..| JS | P 
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a The List Reports are listings of the information contained in each of your Lists 
(Categories, Names and ID Codes). 

e Categories List 

ss CATEGORY LIST 
c Date: 06/20/86 (Categories; All Types) 

Time: 10:23 AM Smith Family ‘86 MacMoney 81.08 Page: 1 

oe an a oat CATEGORY BALANCES TAX HAS 
NAME [TYPE STARTING | CURRENT |CATEGORY? BUDGET? 

>Misc. In Income 0.00 12.45 

>Misc. Out Expense 0.00 2,316.89 

American Oil Coal, Credit CA as cosssees QOL cccessseseneed Be OPI eer os Gres so Me Caen 
Bank Service Charge Expense 0.00 51.70 Yes 

Car Loan Liability 2,500.00 697.10 Yes 

BS ART 1c) 1 Oe pean oae eS aR A751 PTO IIe UL UN tee Jh!) LP Reem semenene NCL) IDR ete eran (| SANRNRR rene 
L Clothing Expense 0.00 908.42 Yes 

Computer Equipment Asset 3,695.00 4,399.77 Yes 

Fee TOU OTRO mes ress casas LEP OES soccsert ice eee SU Ria ea eee S000 bea. Abad PREM HPCE bn SURE eR 
Credit Card Interest Paid Expense 0.00 13.12 Yes Yes : 
Entertainment Expense 0.00 1,220.54 Yes 

L CLs SON near ner mite Ex ponee 2 ss Niece e000 1s rn AO OO [en NG eee 

Names List 

Ls NAME LIST 
Date: 06/20/86 (Names; All Types) 
Time: 10:28 AM Smith Family ‘86 MacMoney 81.08 Page: 1 

NAME | ADDRESS | DEFAULT CATEGORY 

L. A & Pastoral Market 2110 Regent St., Food 

Lawndale, CA. 90013 

RRR RRR RRR RRR ER RRR REE ERE R ERE ERE RRR R RRR E ERROR EERE EERE EEE SESE EEE EE EEE SESE SR EEE ESSERE EERE EEE EERE EEE EERE EEE EER ESE EERE ER EEE ERED ESE EEEEEEE REESE EERE EE SEER EEE SEES 

American Oil Co. 356 So. Hillcrest St., American Oil Co. 

L Los Angeles, CA. 90004 

CPP Ce eH POM as i) Helene IT ne gaa ea ee a a ca ee 

Lawndale, CA. 90000 

Bye Ean sspareceare er peek widasiwa Rae AR CLRACISEE C Bue abeount BERRA SREY PETES SRST CRT REE OS RT ISECOES: 

L Lawndale, CA. 90015 

“New HORE eNekce oa Sos Heueacan een ae yee uornas Deaslas cobdledseccclccccbecccascasseeessct bla selesseneceeccecscocsses 

Los Angeles, CA. 90001 

e 

Le ID Codes List 

Io Code LIST 
Date: 06/20/86 (ID Codes; All Types) 

Time: 10:30 AM Smith Family ‘86 MacMoney 61.08 Page: 1 

ID CODE | DESCRIPTION 

AS Annette Smith 

EU Electricity Utility 

Fs ered | eT cate LL Rae AIRE CN ECR URRY ic HA DERE EDP OF ir SPY A Rn aE OVE Benn er aed Pieris te ener neat aa Ean ote CTR 
HI! Health Insurance 

10 Insurance, Other 

LS Louise Smith 

OU Other Utilities 

anaes oh OUR AS Ug (203) NLR LA ERY ROM ea nih EAR AER TERY, PR APID UE atte RES ARE GES ORE LIRA DED MAES EAA ENN Cece eR My nn PRET RO ER ORY Re eEI Ae: 
ST Sales Tax 

v1 Vehicle #1 

V2 Vehicle #2 
Se eee wm ee eee meee meee eRe RHR RRR R EERE MERE REE EE ERE EEE EE EEE EE EEE EEE EE EEE EES EE EEE SE SESES ESE SESE SEES ESS SEES HR ESEESESESS OSE EESESESESESSESEEEEEE REESE ESE SEES EE EEE EEE EE EES 
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Custom Reports 

Custom List 

This report allows you to print variations of the Categories List. A sample 
might be a list of only your asset categories. 

CUSTOM LIST 
Date: 06/20/86 (Categories) : 

Time: 10:33 AM Smith Family ‘86 MacMoney 81.08 Page: 1 

ene Po Se CATEGORY BALANCES TAX HAS 
NAME [TYPE STARTING | CURRENT |CATEGORY? BUDGET? 

Computer Equipment Asset 3,695.00 4,399.77 Yes 

House Asset 72,000.00 72,000.00 Yes 

Vehicles Asset 9,100.00 9,100.00 Yes 

Custom Financial Report 

This report is a customized version of the Income and Expense report or the 
Personal Balance Sheet report. This example shows a financial report by quarter 
showing actual values. 

CUSTOM FINANCIAL REPORT 
Date: 06/20/86 (Balance Sheet; All Q; This Yr; Actuals; All) 

Time: 10:36 AM Smith Family ‘86 MacMoney 61.08 Page: 1 

ACCOUNT NAME 1986 Quarterly Actuals 

1st Quarter 2nd Quarter | 3rd Quarter | 4th Quarter 

xe Oo Zw p> 

CASH 
BP tay eee OP eon ang | hate ash 7 Od pa ae Oey pega a PL ora eeu nacre res 

Total CASH 70.28 335.91 190.14 328.26 

BANK ACCOUNT 
SP ecg ig ry aot poe Reesor ooee ana eT 7 naicle cus cee : 68.64 Casa rr a Spe seeascncnesaavacentracconecses: 

Savings Account 4,075.00 4,762.99 4,135.49 4,635.49 

Total BANK ACCOUNT 5,028.34 6,522.79 6,003.53 8,751.57 

OTHER ASSET 
eo aboibr TEAL OMe veaeeecesessetebebeses See 501768 sppevemectes Soi eel Odes I Lae ee 

House 72,000.00 72,000.00 72,000.00 72,000.00 

Vehicles 9,100.00 9,100.00 9,100.00 9,100.00 

Total OTHER ASSET 85,017.65 85,017.65 85,499.77 85,499.77 

CREDIT CARD 
PRs RIE On car a nee ALI ne ea aT > [Arc gi CeaT oaee eae ie | PL, ae pe ie ae 

Jones’ General Store 184.00 104.90 105.90 104.72 

Visa Carte 418.48 605.93 522.70 532.65 

Total CREDIT CARD 642.82 710.83 644.16 689.39 

OTHER LIABILITY 

ea a aed aoe cana Larenaae tree sy Sacer yd pavgieaes Fares) aaa PEE am aaa aa a 

House Mortgage 49,904.00 49,790.00 49,192.00 49,042.00 

Total OTHER LIABILITY 51,966.78 51,406.56 50,353.34 49,739.10 

NET WORTH 37,506.67 39,758.96 40,695.94 44,151.11 
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Custom Transaction Activity 

This report allows you to see your transactions in different ways. This example 
shows a summary of transactions marked for tax purposes. 

CUSTOM TRANSACTION ACTIVITY 
Date: 06/20/86 (All Transactions: All Categories) 
Time: 10:06 AM Smith Family 6 MacMoney 81.08 Page: 1 

DATE CHK# |PAID TO | AMOUNT |TYPE |MEMO / SPLIT $ |CATEGORY  |ID|Tx|SOURCE 

01/04/86|355 New Home Mortgage Co. 550.00}Check | Monthly Payment JS Persona... 

-S- 30.00] House Mortgage 

RS TH AREY UNG U tnis OER MEANY Hen RRR e ae: MRERE CET bx Sree 52.0.0) Mortgage Intere:d ATE) 
01/05/86] 1 Survivor Software 2,450.00) BrkDep | Paycheck Personal Income | JS] Tx} Persona 

01/20/86|363 SSL Credit Union 175.45] Check |car loan payment v1 Persona... 

PET en (PUROERINS UENO PREIED Gi Pet IPERS MOR Meee en SE Rired (MUERTE (x ROL SA Kd ray LORE EO SN bee iver ean ao Eee | i Se ens teat a ah oes omwe came Ga ca aa ACR ga aaa Ps Seca ap amaera aS 

02/02/86 ]2 Survivor Software 1,000.00) BnkDep | Bonus Personal Income | JS| Tx] Persona... 

.02/02/86]368 | New Home Mortgage Co.}._........,55.0.00]Check | monthly payment. oto ISL... p Persona... 
-8- 32.00] House Mortgage 

-S- 518.00] Mortgage Intere... Tx 

ETAL Grea Survivor Software ..|.........214.50:,00/ 8nkDep [Paycheck oo... Personal Income | JS {Tx | Persona. .; 
02/20/861377 SSL Credit Union 175.45]Check j|car loan payment v1 Persona 

-S- 145.74] Car Loan 

Preprinted check 

MacMoney can print checks and the accompanying stub containing the memo 
and payment information. 

There are several printing companies that offer a check compatible with 
MacMoney. One supplier is NEBS. Their address for the Computer Forms 
division is 12 South Street, Townsend, MA 01469. The checks MacMoney 
uses are either 9022 or 9025 (the difference is check color and carbon or NCR in 
multi-part). Contact them at 800-225-9550 for ordering information. Another 
supplier is Deluxe Computer Forms. Their address is P. O. Box 64467, St. 
Paul, MN 55164-0467. The checks MacMoney uses are 1004, available in 
several options. Both companies also have window envelopes for their checks. 

MacMoney User's Guide 
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Planning Reports 

You can print several types of planning reports while in Plan. A Loan 
Amortization Schedule or Summary report is helpful as is your Retirement Plan 
report. Here are examples: 

Loan Amortization Schedule 

LOAN AMORTIZATION SCHEDULE 
Date: 06/20/86 (Computer Equipment) 

Time: 10:39 AM MacMoney 81.08 Page: 1 

Loan From: The Bank Loan No.: 1234-0987 

$3,750.00 for 3.00 years at 11.2500% interest per year 

Monthly Payment: $123.21 Balloon Payment: $0.00 

Beginning: July 20, 1986 Ending: June 20, 1989 

Total Interest: $685.56 Total Pald: $4,435.56 

PYMT PRINCIPAL TO TO NEW PERCENT 

NO. MONTH BALANCE PRINCIPAL INTEREST BALANCE PAID 

1 Jul 3,750.00 88.05 35.16 3,661.95 2.35 

2 Aug 3,661.95 88.88 34.33 3,573.07 4.72 

ER bo Rk eee Cc rd Ee ene oa CLEAN EES: 0) En 3.483.361 07M 
4 Oct 3,483.36 90.55 32.66 3,392.81 9.53 

5 Nov 3,392.81 91.40 31.81 3,301.41 11.96 

ee | en ea SOLAN ir arcnt 2) eee ELE) RC EROeaPE "| 2 E-) MR | ae 
1986 Total 540.85 198.41 

Retirement Plan 

RETIREMENT PLAN 
Date: 06/20/86 {Joe Smith) 

Time: 10:48 AM MacMoney 61.08 Page: 1 

To retire in the year 2010 with a monthly income of 

$975.00 for 20 years, assuming: 

Original Investment of: $5,000.00 
Average rate of return on Investment: 9.25% 

Average Inflation rate: 5.00% 

To reach this goal, you must save monthly, an additional: 

BEGINNING 

YEAR USING CAPITAL USING INCOME ONLY 
i I RET I TS TT TT TL LE AT SN SE ES FST RS TL TT STN TT ST SE TT 

1986 11.74 41.27 

1987 12.56 44.14 

2h 1988 ie URS oo para AE SO at ee 
1989 14.44 50.77 

1990 15.53 54.62 

seve oi aed oedencentnp estates DD A saost dec sd cui evesbaicearin hoses excep esos inees EPO sess esac asa boekateeanceats 
1992 18.11 63.68 

1993 19.64 69.05 

eee 1994 21.37, 75,12 
1995 23.33 82.04 

1996 25.59 89.97 

At retirement, your capital will be: 

ch ptiabaaatuddadoaddnasieiductodiasuubiuidaccaesecsvegicadareeeuas team cose sasmentdinee AL FALE A RE ROO ARRORAL Fh fade 

After 20 years, your capital will be: 

$0.00 $34,447.06 
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SAMPLE GRAPHS 

This section contains sample graphs which can be created and printed by 
MacMoney. Remember, your graphs may look quite different from the ones 
shown here, depending upon your data and the selection criteria you use. 

Net Worth Graph 

Net Wort
h 

(i 
fe 

= 

BRERA Ga Ge
 Pa a Le 

ALL CATEGORIES 
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Major Expenses 

Major Expenses 
»Misc. Out 2.8% 

Other 4. oe v 
— a 7.0% 

<<——Clothing 4.4% 

<——_—_—— fravel 2.4% 

gt, <—— Telephone 2.7% 

<Entertai...6.7% 

Mortgag... 27.13—> 

Cash Flow 

Budget vs. Actual 

~*~ oO Zhi Ss > 

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOY DEC 
= BUDGET ME = 1986 ALL CATEGORIES 

Each of the Custom Graph types present a graph with the same appearance as the 
standard ones shown above. However, they will contain just the information 
you specify. On Bar and Line Graphs, you have the option to add or remove the 
Trend Line. 
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APPENDIX E 
COMMAND KEYS 

Command Keys 

Several of the options which you can select from the various menus have an 
equivalent Command key combination to accomplish the same task. Simply 
press the Command key and the appropriate letter key at the same time. 

Command Key Action 

A Make current transaction an Automatic 
Cc Copy highlighted text to the clipboard 
G Show the Categories List 
H Access MacMoney on-screen help 
I Show the ID Codes List 
N Show the Names List 
P Print the active window 
Q Quit MacMoney and return to the desktop 
R Show the Register/Log for the current account 
V Paste the text currently in the clipboard, 

Starting at the insertion bar position 
X Cut the highlighted text and place it in the 

clipboard 

Single Key Search 

When you are in any of the List windows, just press the first letter of any item 
that you want to search for. Instantly, MacMoney will show you the first 
item starting with that letter. If there is no item starting with the selected letter, 
the program will either beep or go to the next item alphabetically greater than 
the key pressed. You can quickly click on the exact item you wish, or scroll 
further in the list. 
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APPENDIX F 
TRANSFERRING INFORMATION 

Perhaps not all MacMoney users need this feature, but if you want to produce 

Output ready for corporate management or to dazzle your bankers, or if you want 

to rearrange your data, this is the tool! All reports provide you with the means 

to transfer or export information from MacMoney to a text file. In the text 

file, each column is separated by a tab (which positions the information in 

spreadsheets like Excel) and each line is separated by a carriage return. This file 

can then be read by any program that reads Macintosh text files. Some programs 

which we have tried are: 

MacWrite™ (all versions) 

Excel™ (all versions) 

Multiplan™ (version 1.1 and up) 

ReadySetGo™ (version 2.1 and 3) 
Microsoft Word™ (all versions) 

Helix™ (all versions, including Double Helix™) 

MacInTax™ (1986 tax year version) 

Make sure you set the tabs in the application or know how that application 

program treats them. You will have to add your own titles, headings, and in 

some cases, totals. You may want to print out the MacMoney report to check 

our headings and totals before transferring the information to a file. We transfer 

the report information in a plain format to allow you the most flexibility. 

Flexibility means you can set up your own routines, macros, and templates for 

productive use of this information. Use your creativity and ingenuity and go to 

town. 

If you develop a really clever template or application using the data from 

MacMoney please let us know, we'll pass it on to others. 

To Transfer Information: 

Simply click the File button anywhere MacMoney gives you the option of 

printing to the screen, a printer, or a file, then click on Report. You will be 

asked for a file name. We give you a default of the report title plus the letters 

" txt" or you can type in your own file name. Make sure you have enough room 

on the disk on which you will be creating the file. Click on Save when you are 

ready. That's all! MacMoney will create a file with an icon that looks like a 

blank sheet of paper or the MacWrite text file icon. Double-clicking on this 

icon will cause MacWrite to run, if it is available. 
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To Enter Information Into Another Program: 

Any program that can read a text file gives you instructions in its manual for 

reading or loading files, follow these instructions. We give you a few hints 

below, although we assume you know how to use the other program. We 

cannot give you support for programs other than MacMoney. 

In general, make sure that carriage returns are treated as paragraphs and remember 

you will have to set tabs or perhaps change the column widths or set up fields. 

To ensure that each item comes out in the right column in Excel or Multiplan 

there are a few extra tabs in places you might not expect. 

The transaction activity reports and several other reports are quite wide and will 

need to be printed using wide page setup (landscape for LaserWriters). Selecting 

a different point size and/or font will change the width required to print the 

report. Note that any items which we truncate show a part of the item name 

with "..." at the end. These items on the report are transferred in their complete 

form to the text file. Therefore, a row of the file information is wider than a row 

of the printed information on a report. 

MacwWrite: 

Run MacWrite from its icon and select Open from the File Menu. Choose the 

file you have created with MacMoney. In response to the question about how 

to treat carriage returns, click on Paragraph Breaks. You'll have to add your own 

title, column headers, and some total lines. Change the margins, spacing, tabs, 

font and point size to whatever suits you. Several of the reports are really too 

wide for MacWrite so you will have to experiment. 

Microsoft Word: 

aie oe Ee eee Open the text file directly from the File Menu while running Word. You'll have 
to add your own report title, column headers, and some total lines. Change the 

spacing, font and point size to whatever suits you. You might want to turn on 

the Show § option with a Command-Y so you can see where the tabs and 
paragraph breaks are located. 

You'll want to make sure you set the tabs for the whole report. Select the whole 

report, by highlighting it (Command-Click in the left margin is a shortcut), 
before you start setting tabs. This will keep you from getting frustrated having 

to set 4 to 20 tabs for each line (which is a paragraph in Word). ; 
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Excel: 

The reports flow directly and smoothly into Excel. Run Excel and select Open 

from the File Menu and choose the file you have created with MacMoney. 

Adjust the column widths as necessary, add blank rows, define your database and 

any associated worksheets, and off you go 

Several reports also transfer their total lines to the text file. These totals at the 

bottom of the report are in a different format. You may want to delete them or 

move them to another worksheet. You're the boss, do whatever will accomplish 

your goals. 

Caution: Be careful of split transactions on activity reports, they need 

special handling because of their format. 

Multiplan (version 1.1 and up): 

Starting with version 1.1, Microsoft Multiplan allows you to load a text file. 

See "Loading Text Files" in the Version 1.1 Addendum. Transferring 

information is easy. Select Open from the File Menu while running Multiplan 

and choose the file you have created with MacMoney. Manipulate your data as 

you wish and save it as a Multiplan file. 

Be aware of the totals at the bottom of the file on transaction activity reports, 

they are in a different format and will need to be addressed differently. Also note 
how split transactions appear on these worksheets. 

Helix or Double Helix: 

Loading your MacMoney file into a database like Helix is a little tricky but 

not really difficult. You just need to make sure you understand how the text file 

has been written; where the tabs are and the order of the data. See the section on 

Dump & Load in the Helix manual. A Tab in Helix makes the data go into the 

next field and the carriage return is interpreted as an Enter. 

Create a Template or input form containing Data rectangles (fields) for each tab 

from your MacMoney file. We recommend that you include a few extra fields 

which may remain blank, this will take care of any hidden tabs you haven't 

accounted for. 

Create a Selection using this Template and open the form by doing a Show 

Form from the Search Menu of Helix or the View Menu of Double Helix. 

Select Load from the File Menu and away you go. 
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After a successful load to Helix, go back to your input form (Template) and 

browse through your database. Delete any fields you don't really need and 
manipulate the information as you wish. 

ReadySetGo (version 2.1): 

This is for those of you who really want to get fancy and do things to a report 

that you can't do in MacWrite or Word. Because a text block can only have 5 

tabs, plus the paragraph indent, you are obviously limited to the smaller reports, 

unless you are very creative. (Try putting the wider reports in Multiplan first 

then transfering each column to its own block through the clipboard.) You will 

have to add your own report title, column headings and totals. You can add all 

sorts of lines and graphics to your information as well. 

To put your MacMoney file into ReadySetGo run the program and start a new 

document or open an existing one. Create a text block of an appropriate size. 

Select Get Text from the File Menu and choose the file you have created with 

MacMoney. Resize your text block and/or create text links. Reflow until you 

have the appearance you want. 

ReadySetGo 3 

RSG3 has expanded the possibilities for ways to show your MacMoney data. 

There are many more tabs but are used differently. If you are familiar with 

RSG3 you should be able to get the desired results with a little trial and error. 

To put your MacMoney file into RSG3 the procedure is the same as above. 

Blocks are now called objects and linking is much easier. 

MacInTax™ (1986 tax year version) 

wm OZ bl MaclInTax for the 1986 tax year will allow you to open a text file for data input. 
Use MacMoney to create a report that has your tax information, for example, 

the Custom List Report with tax category selected. Print this report to a file 

giving it a name that will indicate its purpose. Run MacInTax and display the 

form you wish to work with, then open the text file created by MacMoney. 

You will get another window with your report data. Click on the amount you 

want to transfer from your data to the tax form and then click on the box in the 

tax form where it belongs. You should be familiar with MacInTax so you can 

put the right things in the right places. We just provide you with the data. 

Others 

These are not the only ways you can use your data. The only limitation is 

available software and your creativity. 
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APPENDIX G 
DATA CONVERSION 

Because MacMoney™ has been written by the same authors as The Home 
Accountant and Financial Planner™ for the Macintosh, you are able to use your 

data from that program in MacMoney. It is a simple but one-way process. 

Each time you start MacMoney, you may either start a new system, open an 

existing system, or convert a Macintosh Home Accountant [HAMac] system. 

To convert: This is a one-way process and cannot be undone. Please make a 

backup of your data disk before you convert. Run MacMoney, Select and Open 

an existing HAMac system. MacMoney will tell you it is nota MacMoney 

system and ask if you want to convert it. Click on OK to convert. 

The conversion takes only a few seconds and then MacMoney will continue. 

All data and Automatics are converted. You will have to resave any report 

formats you have set up, as they are not converted. 
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GLOSSARY 

Active window: The frontmost 
window on the Macintosh desktop. The 
title bar on the active window is 
always striped. Click once on any 
window to make it active. 

Adjustment transaction: The type 
of transaction used to correct past errors 
or adjust current category balances. 

Amortization schedule: A report 
showing how each loan payment is 
apportioned between the amount to 
principal and the interest paid. It also 
shows total interest, payment amount, 
etc. 

Asset category: Assets are a 
category type used to account for 
things of value that you own, typically 
houses, cars, stocks, bonds, furniture, 
jewelry, etc. 

Automatic transaction: A special 
bank account transaction, MacMoney 
reminds you of the due date, each time 
you Start the program. Automatic 
transactions are regular transactions 
modified by the Make Automatic 
option, which places them on your 
Automatic Transaction List. 

Bank account: One of the seven 
types of Category. Commonly used for 
checking accounts, savings accounts, 
money market funds, or any other 
bank-type account. It can be used for 
other types of asset activity as well. 

Budget: Estimates of how much you 
think you will earn or spend, available 
for each category. Use Budgets only if 
you wish, they are not required. Also 
referred to as projections. 

Button: Buttons appear on many 

MacMoney screens and dialog boxes 
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(messages). Click on a button to 
designate, confirm, or cancel an action. 
The mouse has a switch which is also 
referred to as a button. It is pressed to 
"click" on screen buttons or other 
selections. Both radio (circle) and 
command (rounded-edge rectangles) 
buttons are referred to simply as 
buttons in this guide. 

Cache Disk (Buffer): A software 
utility that lets you use some of your 
computer's memory to store program 
or data information. Used to reduce the 
number of times the program must 
access the disk drive(s). 

Cash account: A category type used 
to track the cash in your pocket, purse, 
or wallet or petty cash box, regardless 
of its source. 

Category: This is the same as an 
account in the "Chart of Accounts" for 
business. MacMoney uses seven 
types of categories: asset, bank account 
(a type of asset), cash account (another 
type of asset), income, liability 

(long-term debt or obligation), credit 
card (a type of liability), and expense. 
You may use numbered categories that 
match a numbered chart of accounts. 
To sort them by number, use leading 
zeros (e.g. account 099.12, 100.01, 

100.10, etc.). 

Category List: An alphabetized list 
of your categories. The list can be 
shown in a Macintosh window titled 
Categories, or as a report titled 
Category List. : 

ee AOU a y 

Click: Quickly pressing and releasing 
the mouse button after you have 
positioned the pointer on an 
appropriate box, button, or text item. 
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Close box: A small square box in 
the upper left-hand corner of an active 
window. Clicking on the close box 
will remove the active window from 
the screen. Sometimes referred to as a 
go-away box. 

Command: There are several menu 
selections which can be accessed by 
pressing the Command and another key 
at the same time (e.g. Command-H, for 
Help). See Appendix D for a list of 
MacMoney commands. 

Credit Card category: A category 
type used for tracking credit card 
purchases, charges, and returns. It can 
also be used for other types of liability 
with activity as well. 

Custom Graph: Graphs which 
allow you to specify exactly what 
information is to be included. 

Custom Report: Reports which 
allow you to specify exactly what 
information is to be included. 

Data disk: The separate floppy or 
hard disk used to store your MacMoney 
system(s), including all related 
transactions. 

Default: A value or selection which 
is automatically assumed by the 
program unless you change it. 

Default category: A preset 
category associated with your Names 
List, assumed and entered in a 
transaction by the program. This 
category can be changed at any time. 

Dialog box: An on-screen box 
which gives or requests information. 

Dimmed option: When certain 
options are not available at a particular 
time in the program, they will appear 
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in dimmed (gray) type on the 
Macintosh screen. 

Double-click: Quickly pressing and 
releasing the mouse button two times 
in rapid succession (without moving 
the mouse) after positioning the 
pointer on a box, button, or text item. 

Double-entry method of 
accounting: A system of accounting 
where a change in one account is 
always balanced by a corresponding 
change in another account. This 
accurately records (and balances) all 
financial transactions and transfers. 

Drag: Position the pointer and then 
press and hold down the mouse button 
while moving the pointer across a box 
of text, numbers, or menu items. 

Elevator shaft: Another term for 

scroll box. 

Expense category: A type of 
category used to record expenditures 
you make (e.g. rent, food, utilities, 
interest paid) Payments made for 
long-term debts (such as loan 
payments) are not expenses and should 
be recorded through liability categories. 

External drive: Any floppy or hard 
disk drive attached to your Macintosh 
in addition to its internal floppy disk 
drive. 

Go away box: Another term for 

close box. 

Gulp: A term specific to the 
MacMoney program. Only a certain 
amount of information can be held in 
Mac's memory at one time. This 
amount is called a gulp. Information 
within a gulp can be scrolled. Use the 
Previous or Next buttons on certain 
MacMoney screens to tell the 
program to gulp backwards or forwards. 
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Help List: An on-screen list of 
MacMoney menu options and 
features with brief explanations. You 
may display the Help List by clicking 
on any Help box, by selecting the 
"About MacMoney”" option in the 
Apple menu, or by opening the Help 
icon. 

Highlight/Highlighted text: 
Text which is marked for editing or 
deletion is shown as white characters 
on a dark background. 

Icon: A graphic representation of a 
file or command. 

ID code: A two-character 
abbreviation used to group transactions 
allocated to several different categories. 

ID Code List: An alphabetized list 
of your two-letter ID Codes, The list 
can be shown in a Macintosh window 
titled ID Codes, or as a report titled ID 
Code List. 

Income category: A type of 
category used to monitor money you 
earn through salary or investments. 

Insertion bar: A blinking vertical 
bar (I-Beam) on the screen which marks 
the point where the next information 
typed from the keyboard will be 
inserted. 

Internal drive: The floppy disk 
drive which is built-in to the 
Macintosh case. 

Liability category: A category 
type used for tracking long-term debts 
or obligations such as loans, contracts 
payable or alimony. 

Menu: A list of commands or 

options which may be selected. Select 
an item by dragging the mouse through 
the menu, then release the mouse 
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button when the desired menu item is 

highlighted. 

Mouse: The small tracking device 
which comes with the Macintosh. 
When you move the mouse, the 
on-screen pointer moves 
proportionately. 

Mouse button: The button on top 
of the mouse which lets you make 
selections by clicking, dragging and 
clicking, or double-clicking on various 
items. 

Name: A person or company with 
whom you do personal or commercial 
business. 

Name List: An alphabetized list of 
all names used with MacMoney. The 
list can be shown in a Macintosh 
window titled Names, or as a report 
titled Name List. 

Pointer: The small shape on the 
screen (usually an arrow, sometimes an 
I-Beam) which lets you track 
movements made with the mouse. 

Program disk: A disk which 
contains the MacMoney program. 

Radio button: A circle which 
darkens when selected. The radio button 
is used to toggle selections on and off. 

Scroll bar: An oblong box along 
the right edge or bottom of a window. 
Clicking in the scroll bar's gray area 
allows you to scroll through a 
document or list a page at a time. Also 
referred to as an elevator shaft. 

Scroll box: The white box in the 
scroll bar which indicates what portion 
of the document is currently shown. 
You may scroll through the document 
or list by clicking and dragging the 
scroll box. 
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Split transaction: A single 
transaction which relates to more than 
one category. It is used for distributing 
transaction amounts between several 

categories. 

Spool; Spooling: To write 
temporary information to a disk file in 
order to arrange it before printing. This 
file is usually erased after printing is 
completed. 

Standard Graph: A prestructured 
graph which does not ask you to make 
decisions about what is shown. Four 
Standard Graphs are offered. 

Standard Report: A prestructured 
report which does not require you to 
make decisions about what is shown. 
Seven Standard Reports/Lists are offered 

Switcher: A program distributed by 
Apple Computer, Inc. that allows you 
to quickly switch and transfer 
information between two separate 
Macintosh programs. 

Transaction: Any MacMoney 
financial transaction recording money 
earned or spent, whether by check, 
cash, or credit card. Other transactions 
are adjustment transactions, which are 
used to reflect changes in your asset or 
liability values, or to correct errors. 

Volume Name: The name that you 
give to each disk when you create it. It 
may later be changed, if you wish. 

Work disk: A copy of your original 
MacMoney disk used in your normal 
transaction and reporting sessions. 

Zoom box: A square box in the 
upper right-hand corner of a window, 
used to increase or decrease its size. 
This feature is only available with 
Apple Computer's 128K ROMS. 
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About MacMoney option 11, 31 
Accounts Payable 104 
Accounts Receivable 104 
Active window 50 
Actual amounts 15 
Adding categories 15, 56 
Budget box 15 
While entering transactions 21 

Adding names 17, 60 
Adding ID Codes 61 
Addresses 

Printing 85 
Adjustment transactions 9, 25, 45, 

46, 53 
Audit trail 25 
Editing 46 
Offsetting entries 46 
Searching ,46 

Adjustment Register 46 
Amortization schedule 26, 67 

Printing 67 
Apple Menu 10, 31 
Applications 
Business 103-105 
Hints 105-108 
Personal 95-102 

APR (Annual % Rate) 26, 65 
Audit trail 25, 51 
Automatic bill payment 106 
Automatic Teller 38 
Automatic transactions 13, 33, 36, 

40 
Bill Payment Summary Report 73 
Changing 47, 105 
Deleting 48 
Editing 48, 107 
Generating 47 
Ignoring 47 
Paying 41, 47, 107 
Reminder notice 13 
Reviewing 14 
Saving 40 
Selecting months 41 
Skipping 47 

Automatics 14, 47, 106 

MacMoney User's Guide 

Be 

Backspace key 6 
Backup 9, 33 
Balancing bank statements 107 

(see Reconcile Bank Account) 
Balloon payments 26, 66 
Bank Account 19, 37 
Checks 19, 37 
Check Register 39 
Deposits 22, 38 
Make Automatic 40, 41 
Reconciliation 49 
Selecting 37 
Service Charges 22, 39 
Withdrawals 22, 38 

Bank Account selection message 19 
Bank Account transactions 19, 37 

Editing 40 
Searching 40 

Bill Payment Summary 
Report. -475-73,.122 

Budgets 2, 15, 62 
Actual amounts 15, 63 
Budget column 15, 16, 63 
Difference column 15, 63 
Entering amounts 15, 16, 63 

Budget box 15, 105 
Budget option 62, 105 
Budget window 63 
Budget vs. Actual graph 86, 127 
Business expenses 96, 97 
Business Use 103 
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Cache disk 5 
Calculate button 26, 28, 65, 68, 70 
Calendar year 12 
Cash Account 41, 87 
Cash Log 42, 43 
Payments 24, 42 
Receipts 24, 42 

Cash back from deposit 99 
Cash back from purchase 97 
Cash Flow Graph 87, 128 
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Cash Account transactions 23 
Editing 43 
Methods of tracking 24 
Searching 42, 48 
Splitting 24 

Categories 2, 11, 14, 20, 109 
>Misc. In 11 
>Misc. Out 11 
Adding 15, 56 
Assets 58, 72, 87, 108 
Bank Account 5, 9, 58, 71, 87, 

108 
Budgeting 2, 15, 57, 62 
Cash Account 11, 58, 71 
Changing names 11 
Credit Card 58, 108 
Current Balance 57 
Deleting 62 
Editing 14,55, 62 
Expenses 57, 59, 71 
Income 57, 59,71 
Liabilities 59, 71, 87, 108 
Naming 56 
Number allowed 14 
Personal Checkbook 11, 13 

Starting balance 14, 15, 56, 57 
Tax consequence 57 
Type 2, 15,.98; 59 

Categories List 2, 11, 14, 20 
Category edit/entry window 14,55 
Category List Report 73, 123 
Changing systems 32 
Charge Register 45 
Checkbook 

(also see Bank Account) 
Starting balances 9 

Checks 19 
Amount box 19, 20, 21 
Entering 20, 21 

ID Code box 19, 20, 21 
Memo box 19, 20, 21, 54 
Numbering 20, 54 
Outstanding 82 
Pay To box 19, 20 
Preprinted forms 54 
Printing 84, 85 
Reconciliation 49 
Saving 21 
Voiding 51 

Check Register 39 
Close box 6 
Close option 32 
Closing a system 32 
Command keys 129 
Common transactions 
Cash back from deposit 99 
Cash back from purchase 97 
Deposit from multiple income 
source 98 

Home/Business Inventory 101 
Investment Portfolio 102 
Payroll deductions 100 

Converting data (see Data conversion) 
Copying disks 7, 8 
With a hard disk drive 8 

Copy option 64 
Copyright i 
Correcting errors 25 
Create a new system 12 
Credit Card 24, 43, 87 
Charge 24, 44 

Charge Register 45 
Return 24, 44 
Service Charge 24, 44 

Credit Card transactions 
Editing 45 
Paying 43 
Searching 45 Splitting 25, 43 

Current balances 25 
Custom Bar Graph 89 
Custom Financial Report 76, 124 
Custom Graphs 1, 87-93, 128 

Selection criteria 88, 90, 92 
Custom Line Graph 87 
Custom List 75, 124 
Custom Pie Chart 91 
Custom Reports 1, 57, 71, 74-85 
Custom Transaction Activity 

Report 72, 78, 125 

Item selection 79, 81 

Outstanding check example 82 
Print status 81 
Reconciliation 81 
Selection range 81 
Sort sequence 80 
Tax category 81 
Type 81 

Cut option 36, 106 
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Data Conversion 134 
Data disk 

Initializing 12 
Data files 5 
Default category 17, 60 
Deleting transactions 57 
Deposits 19, 22 
Entering 22 
Numbering 23, 54 

Deposit from multiple 
income sources 98 

Desk Accessories 5 
Destination category 79 
Difference column 15 
Dimmed options 6 
Disks 
Copying 7,8 
Copying with a hard disk 8 
Data 12 
Program 7 

Double-entry accounting 
method 1, 22 
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Editing transactions 40 
Edit Menu 35 
Copy option 36 
Cut option 35 
Paste option 35, 36 

Edit option 62 
Ending Session 32 
Entering budget amounts 
Adding 16, 64 
Changing by a percentage 16, 64 
Exact duplication 16, 64 
Subtracting 16, 64 

Entering deposits 22, 38 
Entering memos 20, 21 
Enter key 6, 20 
Error messages (see System 

Messages) 
Exiting the program 35 
Extending transactions 12 
Exporting information 1, 29, 71, 

130-133 
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File Menu 11, 32 
Finder 5, 7, 105 

Fiscal year 12, 107 
Fonts 8 
Future Value/Goal 

Calculating amounts 28, 69, 70 
Entry 69 
Printing 70 
Window 29, 69 
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Gathering financial records 8 
Graphs 30, 85 
Budget vs. Actual 86 
Cash Flow 87 
Custom 30 
Custom Bar 89 
Custom Line 87 
Custom Pie Chart 91 
Major Expenses 86 
Net Worth 86 
Printing 85 
Removing from screen 86 
Saving selection criteria 89, 91, 
92 

Standard 30, 86 
Trend Line 30, 89, 93 

Graphs Menu 85, 30 
Gulp 39, 46 
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Hard disk drives 5,8, 10, 11, 12 
Help button 11 
Help List 102113. 5 

Scrolling 11 
Statistics 13, 31 

HES: -3,.107 
Highlighted characters 15 
Hints 105-108 
Home/Business Inventory 101 

1 

Icons 106 
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ID Codes 2; 3; 11 

Adding 61 
Edit/entry window 54, 61 
Entry in transaction 20 
Limitations 3 
Number allowed 18 
Versatility 17, 95 

ID Codes List Report 74, 123 
Income & Expense Report 71, 120 
Initializing data disks 12 
Inventories 

Business 101 
Home 101 

Investment portfolios 101 
Invoices 104 
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LaserWriter 29, 30, 33, 105 
Lists 14 

Deleting entries 18 
Displaying 14 
Entry in transaction 20 
Editing entries 18, 55 
Removing from screen 18 
Searching 14 

Lists Menu 21, 54 
Categories List 54 
ID Codes List 54 
Names List 54 

Loan Planning 26, 65 
Amortization schedule 26, 67, 126 

APR (Annual % Rate) 26, 65, 66 

Balloon payments 26, 66 
Calculating amounts 26, 66 
Entry window 27, 65 
Interest rates 26, 27 
Payments 26 
Summary 67 
Term 26, 227 

Logs 23 
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Macintosh terms 6 
Major Expenses Graph 86, 128 
Make Automatic option 23, 40, 41 
Manual Category Distribution 108 

142 

Memos 

Entering 20, 21 

MEFS _ 5, 107 

Mouse_ 5, 20 
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Names 

Default Category 17 
Names List 2, 11, 14, 16, 20 

Adding 60 
Number allowed 17 

Names List Report 74, 123 
Name edit/entry window 55, 60 
Naming a new system 34, 35 
Net Income (Loss) Report 106 
Net Worth Graph 86, 127 
New option 32 
Next button 39, 46 
Numbered Accounts 106 

es 

Open option 11, 32 
Operating requirements 5 
Outstanding Checks Report 82 
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Page Setup option 33 
Paste option 36, 106 
Paying Credit Cards by check 43 
Payroll deductions 100 
Personal Balance Sheet Report 72, 

121 
Personal use 95 
Planning features 26, 64 

Future Value/Goal 28 
Loans 26, 65, 66 
Retirement 27 

Plan Menu 26 
Preprinted Checks option 83 
Previous button 39, 46 

Print Status 85 

Printing amortization schedules 67 
Printing checks 83 

Ordering printed forms 125 
Reprinting duplicate check 
numbers 84 
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Printing checks (continued) 
Selecting starting check 
number 85 

Test checks 85 
With addresses 85 

Printing Future Value/Goal 69 
Printing graphs 85 
Printing reports to a file 29 
Printing Retirement Plans 69 
Print Window option 29, 33, 83 

Program disk 7 
Projections 2 
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Quit button 21 

Quit option 35 

Be 

RAM cache 5 
Receiving cash back from a 

deposit 99 
Reconcile Bank Account 48, 49, 50 

Across years 107 
Common errors 50 
Marking cleared transactions 49 
Message 49 
Searching 49 

Reconciliation Register 48 
Registers 23, 39, 45 
Gulp 39, 46 

Reimbursable business expenses 96, 
2H 

Reports 29, 71 
Bill Payment Summary 47, 73, 

122 
Category List 73, 124 
Custom 30, 71, 74 
Custom Financial Report 76, 124 
Custom List 75, 123 
Custom Transaction Activity 78, 
js 

ID Code List 74, 123 
Income & Expense 71, 120 
Name List 74, 123 
Outstanding checks 82 
Personal Balance Sheet 72, 121 

Removing from the screen 71 
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Saving selection criteria 71, 74 
Saving report to a file 74, 77, 79 
Standard 29, 71 
This Month's Activity 72, 122 

Reports Menu 29, 71 
Restore button 74, 82 
Retirement Planning 27, 67 

Calculating amounts 27, 68 
Entry window 27, 68 

Present cash 27, 68 
Printing 69, 126 
Using capital 27, 28, 68 

Using income only 27, 28, 68 
Return key 6, 20 
Reviewing Automatic transactions 14 

oe 

Save button 21, 82 

Saving selection criteria 71, 74, 89, 
91, 92 

Screen 
Clearing 71, 86 

Scroll bar 39 
Searching 
Single-key 14, 18, 129 

Searching Registers/Logs 40 
Selecting a bank account 19 
Selecting a cash account 41 
Selecting Credit Cards 23 
Selection criteria 
Saving 74, 89, 91, 92 

Service charges 23 
Show Categories option 55 
Show ID Codes option 55 
Show Names option 55 
Single-key search 14, 18, 129 
Single transaction 95 
Source Category 79 
Split transactions 12, 24, 37, 43, 52, 

97-161, 105 
Calculations 53 
Editing 53 
imitation: 2)s 27 

Saving 22 
Unsplitting 53 

Split amounts 22 
Split button 21 
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Standard graphs 86, 87, 127, 128 
Standard reports 71-74, 120-123 
Starting a new system 12 
Changing the year 12 
Mid-year 9 
System name 12, 34, 35 

Starting anew year 33, 34 
Deleting unused categories 35 
With Automatic Transactions 34 
With uncleared checks 

(see Reconcile Bank Account, 
Across years) 

Starting balances 9, 15 
Starting the program 8, 9, 11 
Starting with an existing system 13 
Start New Year option 33 
Support ii 
Switcher 5, 106 
System Disk 7 
System Messages 116-119 
System Requirements 5 
Systems 
Capacity 11, 34 
Changing 32 
Closing 32 
Extending 12, 106 
Limitation 34 
Naming 12, 34, 35 

Statistics 31 

oe 

Tab key 6 
Tax categories 15 
Tax Category box 15, 105 
Tax consequence 2 
Test system 9 
This Month's Activity Report 72, 

122 

Time & date 5 

Transactions 19, 36 
Adjustments 37 
Bank Account 19, 37 
Cash Account 24, 41 

Credit Card 24, 43 
Deleting 51 
Editing 40, 53 

Entering 50, 51 
Extending 12 
Number allowed 1, 12, 31 

Saving 21 
Splitting 52 
Tips 51 
Types 1, 36 
Unsplitting 52 
Voiding 51 

Transactions Menu 36 
Transfer information 1, 29, 71, 

130-133 
Trend Line 30, 89, 93 

Tutorial 7, 11 BSBrmemwmemee BG 
ie 

Unsplit button 21 
Using This Guide 7 
Utilities 5 

We 

Voiding transactions 51 
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Warranty registration ii,iv, 7 
Wide reports 33, 78, 131 
Withdrawals 12, 23 

Work disk 7, 8, 10 
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Help Notes 

Here is some additional information which you may find helpful. 
Most of these are from questions posed by customers. If you have 
comments or suggestions please let us know. Make sure you give 
your name and address so that we may respond to your letters. 

Q: How do I get a record of my fund transfers? Using the bank 
account as the category my balances are okay but I don't see the 
deposit in my check register. 

As you know there are several ways to transfer funds from one 
bank account to another and maintain correct balances. The 
following method provides you with a complete audit trail. The 
transactions will then show on all your activity reports and 
registers, and can easily be reconciled with your bank 
statements. 

Create an asset category called "Transfers." This category 
temporarily holds the funds and should always be zero when 
your transfer is completed. 
Select the appropriate bank account-type category from which 
the funds will be taken. Enter a check or withdrawal to the 
normal payee and use Transfers as the category. 
Change to the bank account to which the funds are to be 
transferred. Enter a deposit with the Source describing the 
reason for the transfer (e.g. "From 1st InterCity Bank") and use 
Transfers as the category. 

A Custom Transaction Activity Report with All selected on the first 
screen and the category Transfers selected on the second selection 
screen will produce a report showing the audit trail of all your fund 
transfers. 

Q: 

> 

Eight categories are not enough when I deposit my paycheck. 
How can I get the breakdown I want? 

: To get more than eight categories for disbursement you will 
need to enter two or more transactions that are related. Evaluate 
the categories you need and find a logical or convenient 
grouping so that the two transactions will be easy to 
understand. The technique demonstrated in this case uses a 
manual distribution transaction to distribute more than eight 
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items to their appropriate categories. (Hint: once you have set 
up your payroll check the way that you wish, make the 
transactions Automatics, for easy editing when you receive each 
paycheck.) 

Set up an expense type category which will be a temporary 
holding category. In our example, we have used "Extra DB" 
(DB stands for disbursement). This item will be the total 
amount of the insurance deductions to be split over the 
appropriate categories. Extra DB should always have a zero 
balance when these transactions are completed. 
Now, enter your deposit, splitting the deposit into eight 
categories. The eighth category will be Extra DB. See the 
example below for details. 

Next, use a manual distribution transaction ("zero amount 
transaction") to split the amount left in Extra DB into its 
component values and send the amounts to their various 
categories. 
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In our example below, we are using another deposit transaction, 
using the same deposit number. This requires that both 
transactions be cleared during bank reconciliation. Notice the 
signs on the amounts are consistent with the first transaction. ~ 

at oo 

This manual distribution transaction can be used any time an eight 
category split is insufficient for your needs. It is also useful for 
"Journal Entries" and double-sided adjustments, just be careful of 
the signs on the amounts. 

Q: Why doI have a negative credit card balance? 

A: The program is indicating that you have made more payments 
than charges. 

Check to see that your starting balance was entered correctly. 
¢ Make sure you have entered all your charges. Including 

Service Charges. 
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Run the Custom Transaction Activity Report, selecting the 
specific credit card on both the first and second screens 
(Selection I & If). This will show your total activity for this 
category. Make sure all purchases, returns, service charges and 
payments are entered correctly. 
If the report shows an error, correct the transaction or use an 
adjustment transaction to correct your balance. 

: I'm printing a Custom Transaction Activity Report for an 
expense and it is blank. 

: You have probably selected "Expenses" on the first selection 
screen (Selection I) of the report. This screen selects the source 
category, that is, the category from which the transaction 
originated. If you select anything other than All, Bank 
Account, Credit Card, or Cash, only adjustment transactions 
will be shown. To show all transactions for a specific expense 
category: 

Select All on the first selection screen (Selection I) 
Select the specific expense category on the second selection 
screen (Selection II). 

: I'm creating a new system and my choices for the year are 
centered on 1904. How can I get the current year. 

: The clock on your Macintosh needs to be reset or changed. 
MacMoney looks at the clock to determine the center of the 
selection range. 1904 is the starting year in the Macintosh 
internal world. Cancel out of MacMoney and reset your clock 
using the Alarm Clock desk accessory, then try again to create 
your MacMoney system. Once you have started a system for a 
given year you cannot change it. (Hint: You may use Start 
New Year to change the year but this looses any transactions 
you may have entered.) 
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MacMoney- 
A program for financial recordkeeping and financial 
planning for the home or business, designed for the 

Macintosh™ with the user in mind. 

MacMoney is an 
all-around financial tool. we: sean CUSTOM) EI NANEIAL 7 SOrons: Sheet, All Q; This Yr; Actuals; 

Smith Family ‘86 

If you want to simply 
keep track of your 
finances, MacMoney's 
point and click techniques 
let you quickly enter, es OO] na 
change, or retrieve Oh ata toe 
information with a | ase sea 
minimum of effort or 
training. If you want to 
have the most complete 
personal or business 
Systemiever, Its stll@asyiu |) eeeeey 7 |) eet mn ee come 
just enter additional items NET WORTH srancar] “farntaal “"akanaal "ea 
and reap the reward of full 
financial reports and graphs, accurate to the last detail. 

96,017.66 86,017.66 96,408.77 96,400.77 

CREDIT CARD 

MacMoney gives you: 
¢ up to 200 categories (bank accounts, cash accounts, credit cards, 

assets, liabilities, income and expenses) 
¢ up to 100 names and addresses 
¢ a listing of 50 ID Codes, but use of up to 1,296 different codes 
¢ achoice of 3,000 or 6,000 transactions per year (depending on 
hardware) 

You can also print checks which include a memo. Use the 
ImageWriter™ or LaserWriter™ to print reports and graphs. 

Expand your horizons by transferring your financial data to other 
programs like Excel™ or Helix™ or 1986 MacInTax™. 
SSS Major fxpenses ——= 

*Mise. Out 2.8% 
Other 4.0% en ean nme ay v 

Utilities 7.0% 

Vehicle Expenses 11.5%-————> < Clothing 4.4% 

Let your requirements and 
Yeti imagination guide your use of 

hart ia one this versatile program. 

a = Expenses 18 5% 

Requires at least a 512K Macintosh, works on Mac XL and Macintosh Plus. 

MacMoney is a t.m. of Survivor Software Ltd., Excel is a tm. of Microsoft Corp., Helix is a t.m. of Odesta Corp., Macintosh is a t.m. 
licensed to Apple Computer, Inc., LaserWriter is a t.m. of Apple Computer, Inc., MacInTax is a t.m. of SoftView, Inc. 



charges; cash account payments; and credit card returns. 
This helps when trying to obtain a running balance report in a 

spreadsheet. You will need to re-evaluate all the spreadsheet and 
database templates you have set up using data from this report. 
Experiment first with a simple selection before dumping a massive 
report to your spreadsheet. [Note: we hope to be adding a running 
balance report in our next release. ] 

Graphs 

The last new feature for this release is found in Graphs when 
used in connection with the Edit Menu features. The Copy option 
will now copy a graph window into the clipboard. This means that 
you can paste MacMoney graphs directly into the scrapbook or into 
another program without saving them as a file using Command-Shift- 

Conclusion 

We hope these changes to MacMoney have taken care of a 
few problems and made reports a little easier. Thank you for your 
comments and suggestions, we'll keep working! 

Thank you for your support. 

Survivor Software Ltd. 
11222 La Cienega Blvd., Suite 450 
Inglewood, CA 90304 
(213) 410-9527 
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MacMoney Version 2.03 
Addendum 

MacMoney™ version 2.03 is a "fine tuning" update. 
MacMoney is compatible with System 4.1 on the Macintosh Plus, SE 
and II, and works on all Macintoshes with a minimum of 512K of 
memory (including the XL). As of May 1987, it is recommended 
that Macintosh Plus users continue to use System 3.2 and Finder 5.3 
unless the newer system is needed for some of the features used by 
applications such as PageMaker 2.0 or AppleShare. The Macintosh 
SE and II should use at least System 4.1. Survivor Software Ltd. 
will continue to deliver System 3.2 on our disks for the time being. 

This update contains fixes and new features which are 
described in this addendum. Before using your new MacMoney 
disk, make a working copy and put the master in a safe place. 

400K Update 
The 400K update consists of one 400K disk with the 

MacMoney program and Help file only. No System Folder is 
included. MacMoney has now grown large enough that it will no 
longer fit on a single 400K disk with the MiniFinder. To use 
MacMoney you must start your Macintosh with a disk containing a 
System Folder. 

If you have only 400K drives, start your Mac with a System 
Disk (use any Macintosh disk containing the Apple System Folder 
with the appropriate version of the System and Finder), put the 
Program Disk into your external drive and run MacMoney by double- 
clicking on the MacMoney icon. When it comes time to open a 
MacMoney system, eject the Program Disk and replace it with the 
disk containing your data. The program has been loaded into 
memory so this arrangement of disks will minimize disk swaps. 

800K Update 3 
The 800K update consists of one disk with the System 

Folder, printer drivers, MacMoney program and Help file. Use a 
work copy of this new disk unless you need the newer System. In 
that case, create your work disk to contain the System you want 
along with MacMoney. 

© 1987, Survivor Software Ltd. 
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Hard Disks 
If you have a hard disk, simply drag the MacMoney icon 

from the new disk onto your hard disk. Make sure you have first 
locked your new Program disk so you will not erase it. 

Fixes 

Custom Transaction Activity First Selection Screen 

The first selection screen of the Custom Transaction Activity 
Report is for the selection of the source category for the report to be 
produced. A source category is normally a bank account, cash 
account or credit card type category. The "Other Asset," "Other 
Liability," "Income," or "Expense" type categories can only be 
source categories for adjustment transactions. Therefore, selecting 
one of these last four category types on the first selection screen will 
result in a report containing only adjustment transactions for that 
category. A label has been added to the first selection screen to help 
you remember this important fact. Most reports are generated 
through the use of the "All Transactions" selection on the first 
selection screen. 

Custom Transaction Activity 
Source Category Selection 

Category Type Category Selection 

© Bank Account 

O Credit Card 
O Cash 

Adjustments only : 

© Other Asset 

© Other Liability 
O Income 

@ Expense 

@ aul 
© Spec ie Category : 

© All Transactions 

If you want to see all transactions for a certain category (eg., 
travel) select "All Transactions" on the first selection screen, go to the 
second selection screen and choose the specific category under 
“Show List" on the bottom right by the window. 

MacMoney 2.03 Addendum - 2 

the report to just check, withdrawal and service charge transactions; 
or a cash journal summary for a business when you narrow the 
report to just the deposit transactions. 

This button makes many reports easier to get than they were 
before. Experiment to obtain reports containing just the information 
you want. 

RESET Button 
The purpose of the RESET button is to restore the last set of 

report button selections to easily repeat areport. For example, you 
make some specific selections just to see what the report will look 
like, and print the report to the screen; then decide to print this report 
on the printer or to a file. Before this change, you had to close the 
report and select Custom Transaction Activity again and try and 
remember which selections that report contained. Now by clicking 
the RESET button, MacMoney will automatically reset the last set of 
selections, so all you have to do is click on REPORT or SUMMARY 
again to get the same report. 

The RESET button is available on the Custom Transaction 
Activity and Custom Financial Reports. These are the only reports 
with sufficent selections to make it helpful. 

Multiple Page Reports on Screen 

You can now see multiple pages of the Custom Transaction 
Activity Report on the screen. Many users have requested the ability 
to go back to a previous page in the Custom Transaction Activity 
Report while the report is displayed on screen. Depending on the 
amount of memory in your Macintosh, you can display eight to ten 
pages of the report at one time on the screen and can scroll forward 
and backward between these pages. If your report is longer than one 
segment clicking on the NEXT PAGE button will give you the next 
eight to ten pages. You still may not go back to the previous set of 
pages without re-running the report. 

Custom Transaction Activity Report to a File 

Another new feature is a change to the way the transaction 
reports are written when "printed" to a file. Those transactions 
which deduct from the source category balance (remember the 
source category?) are now represented by a negative number. These 
transactions are: bank account checks, withdrawals, and service 
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Check # Sort 
A sort by check number will use the check number or deposit 

number to sort your transactions. Withdrawal transactions and other 
transactions without a check number will appear at the top of the list. 

ID Code Sort 
A sort by ID Code will group transactions with the same ID 

Code together. Subtotaling is still by category only when specific 
categories are selected. 

New Buttons 

Along the bottom of the Custom Transaction Activity 
selection window you will notice two new buttons. You still have 
the REPORT button which will cause MacMoney to produce the 
requested report. And there is still the SAVE and RESTORE buttons 
that allow you to save and restore report selections. The descriptive 
wording by these buttons has been abbreviated because of space 
limitations. The new buttons are SUMMARY and RESET. 

NOTE: You will need to resave your report selections. 
Version 2.03 will not read prior saved selection files because 
of the new options. 

SUMMARY Button 
The new SUMMARY button can do two things. One, if you 

select several categories from the Show List category selection and 
then click SUMMARY, the report that is produced (as if you clicked 
REPORT) contains just the subtotal and total lines for those 
categories and transactions, but no transaction detail. Two, if you 
do not select a specific category(s) on the second selection screen, the 
report will give you the subtotals for categories defined by the 
transactions selected. For example, if you want to know the totals 
for the categories that affected your Personal Checkbook for the 
month of May, you would make the following selections: On the 
first selection screen, select Bank Account, Specific Category, and 
Personal Checkbook; on the second selection screen set the Date 
Range for 05/01/87 to 05/31/87; and then click SUMMARY. The 
report you see on the screen will consist of the subtotals for all 
categories that were used for May within the Personal Checkbook. 
This is a perfect disbursement summary report when you also narrow 
the report to just check, withdrawal and service charge transactions; 
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LaserWriter Usage 
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With the release by Apple of System 4.1 and Finder 5.5, 
which is needed for the Macintosh SE and Macintosh II, a new 
LaserWriter driver was also released—version 4.0. Earlier versions 
of MacMoney were unable to use the new driver on a LaserWriter 
and only printed one page on a LaserWriter Plus. MacMoney 
version 2.03 has corrected these problems and now works correctly 
on both LaserWriter models. 

Line Graphs 

Line graphs, both standard and custom, have been changed 
so that they end in "mid-air" rather than plunging to zero when 
plotting partial year data. Trend lines, of course, continue to the end 
of the year. A minor change, but one that helps you get a clearer 
picture of the data. 

Previous Year's Data 

The standard reports—the first three reports on the Reports 
Menu of MacMoney-normally use the current month for year-to-date 
totals. The current month is determined by the Macintosh clock. 
Prior to this update, if you wanted to view one of these reports with 
the complete year's information for a year outside the current fiscal 
year, you had to either change your Mac's clock or use the Custom 
Financial Report, selecting One Month and setting the report for the 
last month of the fiscal year. MacMoney has now been adjusted so 
that all standard reports give you whole year figures for the previous 
year's data while allowing current month figures for the current year. 

Registers 

Sometimes the registers would not update properly when a 
transaction was saved while the register was open. This has now 
been corrected so that the registers correctly reflect changes to the 
database. 

"Non-zero only" 

The "non-zero only" option on the Custom Financial Report 
has been removed. The report gave erroneous totals when this 
option was selected. The problem was in the internal definition of a 
“non-zero” transaction. We have decided it is in the best interest to 
delete this option. 

MacMoney 2.03 Addendum - 3 



Sort Sequence 
Custom Transaction Activity Report Printing 

First, on the upper left under "Sort Sequence" there are now 
MacMoney had the annoying characteristic of stopping the three additional sort buttons: Category, Check #, and ID Code. 

printing before it had completed a report. This happened when the These give you three new ways of sorting your data. You asked for 
list of subtotals was long enough to cross over to the next page; them, you got them. In each case, you select the primary sort; the 
MacMoney thought it was finished and therefore stopped. It has secondary sort is determined by MacMoney (usually by date or entry 
now been fixed so that the complete report will print. order). 

Category Sort 
New Features A sort by category allows the transactions for more than one 

category to be viewed with the transactions of each category grouped 

The new features of version 2.03 are mainly in the Reports together. If the selected category is one item of a split transaction, 
only the portion of the transaction reflecting the requested category _ 
will show (the other parts of the split will not be shown). Using this 
sort selection will give a business report similar to a General Ledger 

Menu with one change to the graphs. These changes will make your 
life a little easier when trying to see your financial data your way. 
We are planning many more changes for version 2.10, due in the Fall 
of 1987. | listing. 

Basically, the changes to reports affect the Custom Trans- ___._, Here is a simple report using the categories “clothes” and 
action Activity Report, with the RESET button appearing on the gifts” sorted by category: 
Custom Financial Report screen as well. 

CUSTOM TRANSACTION ACTIVITY 
1 : Date: 07/28/87 All Transactions: All Categories The second selection screen of the Custom Transaction lesa Ahad ibis ae gaat saeeanminceaes 

DATE |CHK# |PAID TO | AMOUNT [TYPE |MEMO/ SPLIT $ |CATEGORY  |iD|Tx|SOURCE 
EFAS LEIS REELED EEE OL LSS EAGLE TEST EON SE IRL TNE LSS ESE LS GB ATE GD ENG A ETE EE SA SPSL ES EES AE REND ISN EI AEE SAUER, 

05/23/86 | 3451 Department Store 

All Transactions: All Categories 

Sort Sequence Type [_] Tax Category: 

@ Entry © Check ® © 1D Code | [x] Non- Adjustments 

O Date O Category 

Selection Range : 
Oo Date R - O Printed 

. | ] Adjustments © Mot Printed 
& Cheok Rage : 

Item Selection L] Revoue itiation : 

CJ Prinf Status: 
0.00 

0.00 0.00 

0.00 0.00 

Activity Report contains the new features: 

C) Memo: 
‘@) Cleared 

OC tif Chewed 

L] Amount: Show List: clothes transactions and the gifts part of the same check is listed with 
Notice the clothes part of check # 3451 is listed with the other 

C] Name: silat O Name 

[] Category: t— © Category 

[_] iD Code: <— (©) ID Code 

the gifts transactions. The subtotals for each category reflect, as 
always, the totals of the transactions for the indicated categories. 
This report is less confusing than a report that shows the whole 

to file from file to previous transaction multiple times a—~— totile — Liestore from file —__ Reset _J to previo 
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