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Using Budget Help

Budget has extensive help features. To get help use Budget's Help > Budget Help menu
command. The Budget help content will be displayed in your web browser.

In the Budget documentation, menu commands will be shown like this M enu name >
Selection... and specific BUTTON NAMESwill be capitalized and in italics.

The left side of each documentation page has links to sections of the Budget documentation.
To usethe help, just click on one of the section links and its content list will be displayed.
Then click the topic that matches the type of help you need. The specific help information for
that topic will be displayed on the right side of the page.

Budget also has a ? button on most of the windows in the application itself. Clicking on this

button will bring you directly to the documentation page needed to learn how to use that
window.
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The Envelope Model

A simple illustration of the envelope model is how your grandparents may have maintained a
budget before checking accounts were commonly used. They cashed their paycheck and
distributed their money into real paper envelopes marked with the name of the bill or expense,
I.e., electricity, food, rent, etc. When abill came due, the money was in the envelope to pay for
it. It was asimple but effective way of ensuring that bills were paid and that they lived within
their means.

Now that mostly everyone has abank account it is easy to lose sight of how much you can
afford to spend. Do you know if you have enough in your account to pay your bills? Do you
find out too late that you spent more than you could afford? How about when the semi-annual
insurance bill comes due — do you have the money to pay it? With Budget you can set aside
money in your account(s) into virtual envelopes for all your expenses.

How Budget Uses Envelopes

With Budget, the main focus is on your envelopes. Y ou will create virtual envelopes for your
expense categories and distribute your bank account money into those envelopes. When the
mortgage bill needs to be paid, you will write the check from the "Mortgage" envelope. If you
receive a claim reimbursement from your health insurance, you can make a deposit into the
"Medical" envelope. When you get paid, you will distribute the money to your envelopes to fill
them up again.

Y our envelopes and their balances are always displayed on the main screen, so you will know
at aglanceif you have enough money to pay the bills— it'salot easier than opening up real
envelopes to see what'sinside! Y ou can even look at an envelope's history to see all prior
transactions. It's like having a checkbook for each envelope!

Budget is al'so an account manager. Y ou can manage your real world checking or savings
account at the same time as you're managing your budget. Record transactions, print checks,
view your checkbook register (account history in Budget terminology), and reconcile your
account each month using Budget. Y ou can even track your credit card accounts or other loans.

The real power of Budget is the ability to set up your budget plan in advance and preallocate
future income deposits directly to your envelopes when you get paid. You'll find it easy to
stick to your budget when you pay your budget first.

Budget is Powerful or Simple - You Decide
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Y ou don't have to use all the features of Budget to use the program. For example, you can
simply track your expense money without tying it to your real world account — kind of like
just replacing those physical envelopes you may be using. Or you can distribute your pay
deposits manually to your envelopes without setting up pay allocations.

Par ents, Budget can even be used by your child to manage their allowance or your teen to
manage their part-time job income and expenses.
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What happened to my check register?

Y our check register has been your basic way of seeing what'sin your checkbook. It's simple
and intuitive. In fact it's the way most other money management and checkbook tracking
software work. But ask yourself this question, when | look at the bottom number how can | tell
if there is enough money to pay my electric bill and still buy that CD | want? Thetruth is, it's
very difficult when looking at your checkbook balance to make that determination.

Imagine if you had a separate checkbook for each bill you had to pay. That would make it very
easy to know if you had enough to pay each hill, but it would be a nightmare trying to keep the
right amounts in each, not to mention the problem of carrying them all in your pocket.

Budget solves this problem in a simple manner. If effectively turns your checkbook into lots of
little checkbooks. In fact, thinking about your envelopes in Budget as mini checkbooksisa
good way to understand how things work.

Example: You have created your "Mortgage" envelope and you have a mini checkbook that
goes with that envelope. Y ou make depositsto it, write checks from it, and put money from
your paysintoit. You look at the balance in this mini checkbook and know immediately if
there is enough to pay the bill.

Budget handles the maintenance of all these mini checkbooks (envelopes) for you. You still
have your single real world bank account but now you can see where all your money is. And,
by the way, you'll easily be able to see if you have enough to buy that new CD you wanted.

You can still view your checkbook register in budget

Budget isuniquein that it's main focusis on your budget rather than your checkbook register.
However, you can still easily view your checkbook register in Budget at any time. Select a
bank account you want to work with then click the HISTORY button on the toolbar. Check the
SHOW ALL TRANSACTIONS box in the resulting history window to display transactions
exactly like a check register. Budget goes even further by letting you also view the checkbook
register for each of your mini checkbooks — just select the envelope and click the HISTORY
button in the toolbar.
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Keeping to a budget
The Budget program provides a number of waysto help you stick to your budget.

Knowing that you have allocated the proper amount to each of your envelopes insures that at
the time the bill is due there will be enough funds to cover the bill. Asyou allocated money to
each envelope the program tells you the remaining amount of your pay. This alowsyou to
modify the allocations to each envelope to set up a budget that you can actually live within.

The ability to easily see how much money isin each of your envelopesis the best way to keep
to your budget. If the envelopes show negative numbers you will realize very quickly that
something iswrong. Likewise, if the envelopes start to build up more money than necessary
you can start trimming back that envelope and use the money for other envel opes.

Y ou can use the Budget Statistics function to see how well you are doing keeping to your
budget. This function provides information on how much you budget for an envelope and how

much you actually spend from that envelope.

There are also a number of reports that can be printed to record how well you are keeping to
your budget.
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Saving Your Data File

To save your file use the File > Save... menu command or click the SAVE toolbar button. Y ou
will see the standard save window if you decide to save thefile.

Changes (recording transactions, etc.) made during your working session are only made in
memory. This means that until you save your work the changes you have made are not written
to your hard disk. If you attempt to quit the program or close the budget file you are working
with you will see the save window. Click SAVE CHANGES to write the data to the disk and
save your work. Click DON'T SAVE to return to the same data you had when you started the
program. Click CANCEL to return to the main menu.

Cross Platform (Windows/Mac) Capability

Files may be moved between platforms. Files moved may only contain features available on
both platforms, features not supported on both platforms will be dropped. See the Restrictions
list for more info. Both Budget for Windows and Budget For Mac can save and read the data
fileinthe XML format. Use the File > Save As... menu command and save the data file with a
new name. Move the newly saved file to the other platform. Start Budget and use the File >
Open... menu command to navigate to the new data file and open it.

Cross Platform Restrictions
. Investments
. Asset Allocation
. Pay/Deposit Rules
. Import Rules
. Associated Envelopes/ Envelope Views
. Compliment Transactions

Backing Up Your Data

Remember, thisisyour financial data, ALWAY S MAKE COPIES OF YOUR DATA FILE
FOR BACKUP. Develop your own strategy and stick with it. One method is to save a copy of
your budget data file each month just after you balance your checkbook. That way you will
always have avalid starting point if something should go wrong during the month. We have
made every effort to insure that Budget works correctly. Budget includes a number of integrity
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routines that are constantly checking the data to insure its correctness, however, errors can
occur. Disks can crash, power can fail, and even the operating system can have a bug.

The Budget program also provides an automatic backup feature. When you save a Budget file
for the first time the document is saved as usual. When you save a Budget file for the second
time, the previous budget file will be renamed as a backup file, and then the new datais saved
in the new file.

When you save a Budget file any time after the first or second time, the previous backup file
will be deleted, the previous data file will be renamed as the backup file, and then the new data
Issaved in the new file.

If Budget is set to only keep one backup file (the default), the naming convention for the
backup fileisto put atilde (~) after the file name but before the .bdw. So, "Our Budget.bdw"
has a backup file of "Our Budget~.bdw".
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Handling Credit Cards

Handling credit cards with Budget is a matter of personal preference. Y ou should strive to pay
off your credit card debt, and use your credit card as a simple convenience tool. Budget can
help you do that by showing you where you are spending money. There are three different
methods you can use which vary in the amount of detail you want to keep regarding your
credit cards. The more detailed methods give you a better insight into where you are spending
money but require more effort on your part.

No Detalil

Pros. Simpleto use.
Cons: No information on where you are spending your money. Can not reconcile the credit
card statement with Budget. No payment options.

One method is to create an envelope for each credit card, and use it just like any other expense

envelope. Thisisthe ssimplest way to pay the credit card bill but gives no insight into how the
money is being spent. For example, you would create an envelope named "Visa'.

In your normal working bank account (the account that you will pay the credit card bill from),
allocate money to the credit card envelope from your pay as you would for any other bill.

When the credit card bill comes due, use that "Visa" envelope and pay the bill with a check or
debit transaction.

With this method, there's no need to record finance charges or refunds. Simply pay the credit
card bill when it's due and ignore the parts that make up the bill.

Because you do not record each individual transaction on the credit card, you won't be able to
tell where the money was actually spent. Y ou will know exactly how much money you're
putting towards the credit card. This method is sufficient if you have a credit card that you
don't use anymore, but have an existing balance you need to pay off.

Note: This same ssimple method can be used to pay off any loan. You'll be able to see
exactly how much money you're spending to pay back the loan. Y ou will not be able to see
how much more you owe, or what you bought with the loan.

Some Detall

Pros. Moderately easy to use. Detailed information on where you are spending your money.
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Cons: Can not reconcile the credit card statement with Budget. No payment options.

The second method to keep track of credit cardsisto create an envelope for each credit card,

and transfer money into it as you use the card. For example, you would create an envelope
called "Visa'.

In your normal working bank account (the account that you will pay the credit card bill from),
allocate money to your various expense envel opes from your pay. Don't allocate any money

directly to the"Visa' envelope.

When you use the credit card to buy something, transfer money from the appropriate expense
envelope into the "Visa"' envelope. To handle a credit card refund, transfer the amount back to
the original envelope.

For finance charges, set up an envelope named "Finance Charges' or "Bank Fees'. When you
know the amount of the finance charge, transfer that amount of money out of the "Finance

Charge" envelope into the credit card envel ope.

When the credit card bill comes due, use that "Visa' envelope and pay the bill with a check or
debit transaction from your working bank account.

Y ou can use the check mark feature in the envelope History window to help you reconcile your

credit card statement. Check each item on the statement with the items shown in the history list
for the "Visa' envelope. Click the checkbox to toggle the check mark on or off.

This method provides a degree of insight into where you are spending your money. Each of
your expense envelopes can count the transfers as expenses. With that option, your envelopes

statistics will show how well you are keeping to your budget.

Example: You buy $14.70 worth of gasoline for the car and use your Visa card to pay for
the gas. Transfer the $14.70 from your "Gas" envelope to your "Visa' envelope. The "Gas'
envelope will reflect the amount left in the gasoline budget and the "Visa' envelope will
show the funds to be used when you pay the Visahill.

Complete Detail

Pros: Balance the credit card account when you get your statement using Budget, just like any
other bank account. Detailed information on where you are spending your money and your
outstanding charges.

Cons. More complex to use. Money only gets transferred from your checking account
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envelopes when you pay the bill, need to view "Tota" box to view net amounts in envel opes.

The third method is to set up your credit cards as a bank account. Y ou won't be setting up pay
sources or pay allocations for the Credit Card account.

When you use the credit card to buy something, you'll record a charge transaction to the credit

card account from the appropriate expense envelope. Since the charges are being recorded (as
a negative number) in a Credit Card account, they will not be deducted from the envelopesin
your Checking Account until you pay the bill. At that point, the negative amount in the Credit
Card account envelope will be zeroed out, and the amount will be deducted from your
Checking Account envelope.

On the main screen, when you select the Charge Account, you'll see all the charged amounts
shown as negative amounts in your envelopes. When you select the Checking Account, you'll
see the money in your envelopes that is available to pay the charges. You can view the "net"
amount in the envelopes by selecting the Total box at the top left of the main screen.

For finance charges, set up an envelope named "Finance Charges' or "Bank Fees'. When you
know the amount of the finance charge, record a charge transaction for that amount of money

from the "Finance Charge" envelope using the credit card account.

When you receive the credit card statement, you can balance this account just like you would

any other bank account. All your charges will show up in the Balance Window for your credit
card account.

To pay the credit card bill see the section on paying credit card bills. When you record this

transaction Budget will move money from the bank (checking) account to the credit card
account in each envelope.

For more details on how to set up and use a Credit Card Account, see Getting Started Using
Credit Card Accounts.
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Handling Cash

There are anumber of ways of handling cash from simple to very detailed. Three ways are
described here.

No Detall

The simplest method of handling cash isto create an envelope called "Cash" and allocate
money from your deposits to this envelope. When you withdraw cash, record an ATM
transaction out of this envelope. With this method you will be able to see the amount used for
cash. This method is very ssmple but lacks any real detail on how the cash was spent.

Some Detalil

A more detailed method isto create an envelope called "Cash", but don't allocate any money

from your deposits; leave the pay fields $0.00 when you create this envelope. When you take
money from your bank account for cash, deduct it from this"Cash" envelope and et the
envelope go negative (cancel the Available transfer that Budget automatically starts). Asyou
spend the cash, transfer money from the proper envel ope to the "Cash" envelope (see also
Transfer between envelopes).

Example: You have the "Cash" envelope, but you also have an envelope called
"Entertainment” where you record transactions for items such as tickets to a play. But you
also want to track cash used for movie tickets from the "Entertainment” envelope. First, you
would need to insure that you were allocating enough funds to the "Entertainment” envelope
from your pay to cover both types of expense.

L ets say that you get $60 out of an ATM. When you record this ATM transaction in the
Budget program from the "Cash" envelope it shows a negative $-60. Now you spend $10 on
amovie and you pay for it with your cash. In the Budget program, you would transfer $10
from your "Entertainment” envelope to the "Cash" envelope. The "Cash" envelope now
shows $-50 which matches the $50 in cash you have in your pocket.

This method provides a means of tracking the cash you spend, since each of the envelopesin
your Budget ("Entertainment” in the above example) has recorded the transaction. The
statistics function would show this as an expense for Entertainment.
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More Detail

Create a bank account and name it "Cash". This virtual account will represent the amount of
cash you have, and will contain all transactions regarding cash.

Y ou don't need to set any pay source to pay into the Cash account, unless you are paid in cash
(such asfrom tips, etc), or you routinely cash your check immediately without putting it into a
real world bank account. In either of those cases you could have a pay source pay into the Cash

account.

When you withdraw cash from areal world bank account, in Budget you can transfer the
money from that bank account to the Cash virtual account. Just drag from one bank account to
the other (see also Transfer between bank accounts). At the top of the transfer window, the

account on the left is the "from™ account (the checking account, for example) and the one on
theright isthe "to" account (the Cash account). Y ou will need to specify what envelopes you
are affecting with this transfer. For example, you can use this to designate cash being taken out
for groceries, music, or whatever.

When you spend cash out of your pocket, you can record that in the "Cash" bank account and
use a Debit transaction.

Once in awhile you can use the Balance command on the Cash account to make sure that the
Budget records match up with the amount of money in your pocket.
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Handling Savings Accounts

A savings account is just another form of bank account. Budget can track multiple savings

accounts just like it does checkbook accounts. Money in your savings account is distributed
among your envelopes in the same manner as for checkbooks.

Everything that you can do with a checking account in Budget can aso be done with savings
accounts. Y ou can even define pays for money to be distributed in your envelopes. For detailed
information see the section Working with multiple bank accounts.
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Budget Error Messages

Error messages in Budget normally indicate some sort of problem which is easily corrected.

Every effort has been made to make Budget as error proof as possible. However, it is
Impossible to predict the configuration of every machine that runs the program. File system
errors do occur, and they can cause serious problems. It is extremely important that you back
up your files on aregular basis. Notify tech support of any error messages you receive that do
not make sense to you.

Budget Tech Support email address. support@snowmintcs.com

Snowmint Web Forums: http://www.snowmintcs.com/forums/

Selection Errors

The first group of errors are selection errors. This means that the action you are trying to take
requires you to first select either an account or envelope with asingle click of the mouse and
then try the action again. Most commands are disabled unless the proper items are selected.

Input Errors

Input errors are normally the result of typo's or not filling in arequired field in awindow.
Budget will usually hilite the bad entry and alow you to change it.

. Balance Error.

. The From field must be specified.

. A valid envelope name must be specified.

« A savings envelope may not be specified.

. Thereare no sharesin this account.

« Thistransaction would cause your checkbook to go negative. That is not allowed.

Miscellaneous Errors

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

. Thisenvelope can not be deleted.

Page 15 of 136


mailto:support@snowmintcs.com
http://www.snowmintcs.com/forums/

« You can't delete the "Available" envelope.

. Thisenvelope can not be deleted since it has Sub Envelopes.

. Thisenvelope can not be deleted since it has unbal anced transactions.
« You can not create a sub envelope to the "Available" envelope.

Integrity Errors

Budget is constantly checking for problems. Should they occur, the program will immediately
inform you. Integrity errors are displayed at any time the program has determined that it is
unwise to continue. Y ou should quit Budget WITHOUT saving. The original file may still
be valid, try restarting the program with the file and see if the problem persists. If the problem
persists you should contact tech support as soon as possible. The integrity error may contain a

code, if so, you should reference the code when you contact tech support.

. Integrity error 1. Thetotal amount in all envelopes does not match the amount in the
bank account(s).

. Integrity error 2. The total amount of pay allocations to envel opes does not match your
pay.

. Integrity error 3. The pay distribution isinvalid.

. Integrity error 4. The most recent transaction in an envelope or bank account history
does not match the balance in that envelope or bank account.
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Note: If you have used personal finance programs that are based on the register model then
Budget may seem unintuitive and difficult to use. We suggest that you read the sections The

Envelope Model and Check Register first. Thisis the best way to understand how Budget
works. If you are familiar with the envelope model that Budget uses please continue bel ow.

Getting Started With Budget

For new users

There are two ways to get started using Budget, the Setup Assistant or the manual method.

The Setup Assistant will guide you through the steps to set up your budget, and will streamline
the effort it takes to create accounts and envelopes and set up your budget file. Y ou can add,
remove, or modify anything you do in the assistant later using the normal program features.

If you'd rather use the manual method of getting started, click the CANCEL button to close the
setup assistant window. Using the manual method to get started may give you a better
understanding of how the program works since you will be using the normal Budget features
and windows.

Importing Financial Data

Budget has the capability to import Quicken Interchange Format (QIF) files. This capability
provides a means to access data from other financial programs or to access data from financial
institutions that have a QIF export capability. For more information, see the Import File section.

For freeware Budget users

Budget for Windows can read existing Budget data files that were created using the freeware
versions formerly available for older versions of Windows. Simply use the File > Open...
menu command and navigate to your existing Budget data file. The new Budget program does
NOT write to existing freeware data files; therefore, you will be required to save the file under
anew name.

Registering Budget: When you purchase Budget you will receive aregistration name and
code. Thisinformation must be entered into the program in order to enable additional
features and stop the nag screens from appearing. See the Registration section for more

information.
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Using the Budget Setup Assistant

If you would rather use amanual method to get started, see the Manua Method help section.
The setup assistant streamlines the effort it takes to create accounts and envelopes and set up
your budget file. Y ou can start a new budget file with the setup assistant at any time by using
the File > New menu command.
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Use the arrows at the bottom right of the assistant window to move through the steps. Clicking
the question mark button in the lower left will display information related to each step. Y ou
should have information about your bank accounts, any regular income you receive, and
expenses. The assistant steps are listed on the left side of the screen.

Note: You will get awarning message if you attempt to quit the setup assistant before
finishing. If you do quit any information you entered so far will belost. To save what you
have done so far you should click through to the end and then click the FINISH button.

Most steps allow you to create an object (like a bank account) by entering information and then
clicking the CREATE button. Y ou can remove an object by first selecting it in the table (click it
once) and then clicking the REMOVE button. Other steps allow you to enter information
directly in the table. To do that, double click on the information in the table you want to
change and enter the new information. The specifics of each step are described below.

Note: You can add, remove, or modify any information that you enter in this setup assistant
later in the main program itself.

Page 18 of 136



Setup Bank Accounts.

A bank account is your real-world checking account that you have at your bank that you want
to track and manage with Budget.
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Change "My Checkbook" to your bank account name, enter the amount of money that you
currently have in this bank account, and click the CREATE button. The information is now
shown in the table at the top.

Note: Don't know what your current balance is? Y ou may want to wait until you receive
your next statement to start using Budget, or you can use your latest statement balance at
this point, and then enter checks and deposits made after the date of your last statement
when you finish the setup assistant.

Y ou can create multiple accounts in Budget, For example, an additional checking account, a
savings account, or a credit card account. However, we suggest for now you just create one
checking account to get started and create additional accounts later after you are familiar with
the program.

Also, before deciding to handle your credit card as an account in Budget, we suggest first
reading Handling Credit Cards to determine if you really want to do that or use one of the less

detailed, smpler methods. If you decide on the account method, see Adding Credit Cards for
details on setting up the credit card account.

Y ou can add, delete, or modify account information and options at any time in the program.
See the Working with Bank Accounts topic for more information.
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Create Your Envelopes.

Envelopes are used to hold portions of the money in your account that you want to set aside for
specific expenses. Y ou may want to create an envelope for each hill, such as"Rent" or
"Phone", and also create envelopes for discretionary expenses such as "Entertainment” or
"Clothing". Y ou can create as many envelopes asyou like.
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Select envelope names from the pull down menu or enter your own names and click the
CREATE button to to create the envelope. When al of your envelopes are created, click the
right arrow to go to the next step.

Y ou can add, delete or modify envelopes at any time in the program. See the About Envel opes
topic and the Working with Envelopes topic for more details.

Distributing your current account balance to your envelopes.

The money that is currently in your checkbook is most likely needed to pay bills and expenses.
Y ou will now set aside that money in the appropriate envelopes. Think of it as catching up
with the fact that the balance that isin your checking account would have been distributed to
your envelopesif you had been using Budget all along.

Example: If you need $1,000 to pay the mortgage in a couple of days, you might put
$1,000 in the "Mortgage" envelope. Y ou could put $200 in the "Utilites" envelope and $300
in the "Grocery" envelope for those expenses, and so on.
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Double click next to each envelope and enter the amount you want to place in that envel ope.
Asyou distribute funds to the various envel opes, notice that the amount at the top changes to
show the amount that remains to be distributed. If you choose not to distribute all of your funds
to your envelopes at this time, the remainder will be placed in an envelope named "Available".
Continue distributing your funds to each envelope for each bank account. Once you are done,
click the right arrow to go to the next step.

Budget Setup.
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The next steps allow you to set up your budget so that future income can be automatically
distributed to your envelopes each time you get paid. Please read About Income to learn more
and decide if you want to set up your budget now or wait until later. If you decide to wait,
you'll still be able to use Budget for standard account management and expense tracking. Just
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click the FINISH NOW button and read the section, "Y ou're ready for normal use" at the end of
this Getting Started topic. When you are ready to setup your budget just follow steps 4 and 5 of
the manual method of getting started.

If you want to continue and enter your income and expenses, click the right arrow.
Enter Income

Setting up your budget in advance and preallocating your future income to your envelopesis
what gives Budget it's full power to help you manage your budget. A budget consists of
Income and expenses, so the first thing to do isto define the amount and frequency of your
income (called "pay sources' in Budget).
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Change "My Pay" to whatever you want to call your pay source (for example, "Bob's Pay" or
"Mary's Pay").

If you receive a pay check on aregular basis, enter the amount of the pay (or an averageif it
varies) and select the appropriate fixed frequency. If you receive pay of different amounts at
various times, enter an average of each pay in the AMOUNT field, and select the variable pay
frequency that best matches how often you get paid each month. It is best to select the
maximum number of pays you might receive in amonth.

Then, if you defined more than one checking account, use the ACCOUNT pop up menu to tell
Budget into which bank account this pay is deposited. Click the CREATE button and the pay
source will show up in the table at the top. Repeat these steps if you have more than one pay
source.
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Y ou can modify thisinformation at any time, see the Set Up Y our Income topic for more
information.

Once you have al your pay sources defined, click the right arrow to go to the next step.

Enter Expenses

Thisisthe "make your budget" step - you'll tell the program the amount and frequency of your
expenses so that it can calculate how much should be distributed to your envelopes each time
you get paid.
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All your envelopes are listed down the left side of the screen. For each expense envelope, enter
the expense amount, and choose the appropriate frequency from the FREQUENCY popup
menu. In the last column, select the pay source you want to use for this envelope or select
EQUALLY to share the expense among all pay sources.

Most bills are due monthly, and have either a definite amount or you can compute an average
amount. Insurance and other types of bills are due annually or semi-annually, so select the
appropriate frequency. For discretionary expenses, you enter the target amount and frequency
period that you desire.

The table at the bottom shows your pay sources and the amount remaining per pay for each
pay source. Asyou enter your expense amounts and select which pay to use for each expense,
the amount in the AMT. LEFT PER PAY column will change to show how much you have left
for other expenses.

Budget now has the information to cal culate how much to allocate from each pay for your
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EXPenses.

Example: Your incomeis received 2 times a month, and you entered $1,000 as your
monthly mortgage expense. Budget will automatically calculate that $500 should be
allocated from each pay to the "Mortgage" envelope.

If you don't agree with Budget's default calculations - don't worry. Y ou can add, delete, or
modify your expense amounts and pay sources, or modify the pay details at any timein the
program. Y ou can do this using the Envelope Info Window.

Remember - At this point you are only telling the program how much to distribute to the
envelope When You Get Paid. Y our expense allocations will only get added to your
envelopes when you record your pay.

On payday, your check gets deposited into the bank and you will record thisin Budget by
clicking on the RECORD PAY toolbar button. Because you set up your alocations in advance,
Budget is able to automatically distribute your pay to your envelopes according to your
allocations when you click RECORD. If your pay varies, you can modify the total amount of
the pay and/or your envelope allocations before recording by using a Split Deposit instead of

the record pay command.

Once you have all your expenses defined, click the right arrow to go to the next step.

Set the features you would like to use.
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Budget has an extensive feature set, and there are many preferences that you can set to fit the
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way you work. Three of the most common options are shown in this step. Simply click the
checkbox next to any of the options to enable them. Click the right arrow to continue.

Once you have the features set, click the right arrow to go to the last step.
Finish

Once you click the FINISH button the setup assistant will take all the information you have
entered and place it in the Budget datafile and display the main window. The main window
will show all the accounts and envel opes that you have created.

The transactions that you created in the setup process to distribute your current account
balances are shown in each envelope history window, account history window, and in the
account's balance window.

Warnings: The setup assistant may give awarning at the end if you have allocated more
money to your envelopes than you receive in each of your pays. Thisis allowed in Budget.
But your Available envelope will show the deficit as a negative amount. When you finish
the setup assistant you can adjust your envelope pay allocations

You're ready for normal use

First, be sure to save your file and name it. See the saving your datafile topic for more
information.

The budget is now set up with your current account balance distributed into all of your
envelopes. You can now record a Check, Debit, or ATM, or record a Deposit, etc. by FIRST
selecting the appropriate envelope and clicking the appropriate toolbar button to record the
transaction.

If you are using Budget without setting up pay allocations, you can deposit your pay by using a
Split Deposit, and distribute it manually into your envelopes.

If you've set up your pay allocations in the "Enter Income™" and "Enter Expenses' steps above,
when your pay day arrives ssimply click on the RECORD PAY toolbar button to Record Y our

Pay to distribute it in each envelope as you defined when you created the envelopes. To make
adjustments before recording your pay, see the section on Split Deposit.

Y ou can view your Transaction History (similar to a check register) of any envelope or all
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envelopes at any time. Y ou can click and drag to record a Transfer between envel opes. Best of
all, you can easily Balance / Reconcile your bank accounts when the bank statement comes
each month.
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Setting up Manually

If you want to use the Setup Assistant to get started, see the Setup Assistant help section.
When you cancel the Setup Assistant, you see Budget's main window.
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First: Create your bank accounts

A bank account is your real-world checking account that you have at your bank that you want
to track and manage with Budget.

The main window already has a default checking account named " Checkbook". To change the
name of the account, select the "Checkbook", and click the INFO button on the toolbar to get
the ACCOUNT INFORMATION window.
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Change "Checkbook" to your bank account name and enter the next check number that you
want to start tracking with Budget. Other account preferences can be set later after you finish
getting started. Click DONE and you will see your bank account name instead of " Checkbook
on the main window.

Y ou can create multiple accounts in Budget, for example, an additional checking account, a
savings account, or a credit card account. However, we suggest for now you just create one
checking account to get started and create additional accounts later after you are familiar with
the program.

Also, before deciding to handle your credit card as a bank account, we suggest first reading
Handling Credit Cards to determine if you really want to do that or use one of the less detailed,

simpler methods. If you decide on the account method, see Getting Started Using Credit Cards
for details on setting up the account.

Y ou can add, delete, or modify account information and options at any time. See the Working
with Bank Accounts topic for more details.

Second: Create your envelopes

Envelopes are used to hold portions of the money in your Account that you want to set aside
for specific expenses. Y ou may want to create an envelope for each bill, such as"Rent" or
"Phone", and also create envelopes for discretionary expenses such as "Entertainment” or
"Clothing". Y ou can create as many envelopes as you like.

To create your envelopes, use the Envelope > New Envelope... menu command, an
ENVELOPE INFO window appears. Enter the ENVELOPE NAME, such as"Rent" or
"Groceries'. Asthis point, you can click on the APPEARANCE tab if you wish to select a color
or add an icon to the envelope - or just wait till later. For now, we will simply enter the
envelope name, and we will ignore the PAY, NOTE, and OPTIONS settings until alater step.
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Close the window and you'll see your new envelope on the main window. Continue creating
additional envelopes for your budget expenses, and they will al be displayed on the main
window.

Y ou can add, delete or modify envelopes at any time. Y ou can also group envel opes together

(such as creating a " Utilities' group to hold "Gas", "Electric" and "Water" envelopes). See the
grouping envelopes topic for more information.

Third: Deposit your Account Balance and distribute it to your envelopes

Now that you've named your checking account, and created envel opes, you will start your
Budget file by recording a deposit of your current account balance and distributing all or
portions of the money to your envelopes.

The money that is currently in your checkbook is most likely needed to pay bills and expenses.
Y ou will now set aside that money in the appropriate envelopes. Think of it as catching up
with the fact that the balance that is in your checking account would have been distributed to
your envelopesif you had been using Budget all along.

To deposit your account balance, without selecting any envelopes, click the DEPOS T button
on the toolbar, and the SPLIT DEPOST window will appear (see below). In the table in the
middle of the window, you'll first see an envelope named "Available" and then alist of the
envelopes you created. (The "Available" envelopeis used to hold any money in your account
that is not set aside for specific expensesin your other envelopes).
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First fill in the top of the form with your starting balance information. In the amount column
next to each envelope, enter the amount of your account balance that you want to place in that
envelope. The total amount that you distribute to your envelopes (including the "Available’
envelope) must equal your current account balance. If you do not want to set aside all your
money into your expense envel opes, just put the remainder into the "Available" envelope.

Example: Asshown in theimage, your current checkbook balance is $3,500, and you will
need $1,000 to pay the mortgage in just a couple of days, so you put $1,000 in the mortgage
envelope. You'll aso need money to pay the utility bill and to buy groceries. Y ou put $200
in the Utilities envelope and $300 in the Grocery envelope. After distributing your desired
amountsto all of your envelopes, the note at the bottom says you have an AMOUNT
REMAINING TO BE DISTRIBUTED of $500. Y ou decide to put that in the "Available"
envelope. The total amount of the deposit now equals $3,500, which is your current
checkbook balance. Click RECORD; when you are finished.
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Example (continued): Now you see that the main window shows your total checkbook
balance of $3,500 which consists of $3,000 that has been set aside in expense envelopes
plus $500 in the Available envel ope.

Y ou can modify amounts deposited to envelopes at any time by editing the transaction or
transferring money to other envelopes.

Note: In the next two steps, you will set up your income and pay allocation information so
that when you receive income in the future, it will be automatically distributed to your
envelopes. However, you can wait until later to do this, and just start using Budget for
standard account management and expense tracking. If you decide to finish now, see
"You're ready for normal use" at the end of Step 5 below.

Please read the About Income topic before compl eting the next two steps.

Fourth: Setup your Pay Sources

Setting up your budget in advance and preallocating your future pay to your envelopes is what
gives Budget it's full power to help you manage your budget. A budget consists of income and
expenses, so thefirst thing to do is to define the amount and frequency of your income (called

"pay sources’ in Budget).

Use the Accounts > Pay Sour ce... menu command. Click the ADD button, and change "New
Pay Source" to whatever you want to call your pay source (for example, "Bob's Pay""John's
Pay" or just "John" ).
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If you receive apay check on aregular basis, enter the amount of the pay (or an averageif the
amount varies) and select the appropriate fixed frequency.

If you receive pay of different amounts at various times, enter an average of each pay in the
AMOUNT field. Now select the variable pay frequency that best matches how often you get
paid each month. It is best to select the maximum number of pays you might receivein a
month.

If you have more than one bank account created in Budget, the last step is to select the bank
account into which this pay is deposited. For this example you only created a single bank
account so it will be the only one in the popup menu.

Y ou can add as many pay sources as you wish. When you are finished, click DONE.

Y ou can add, delete or modify pay sources at any time.

Fifth: Setup Your Pay Allocations

Thisisthe "make your budget” step - you'll tell the program how much to put in the envelope
from each pay so that you have enough to pay your bills and expenses.

Most bills are due monthly and you know approximately how much you need to pay them. For
semi-annual bills, you can allocate a portion of each pay so you will have enough money when
the bill isdue. For discretionary expenses, you decide on your budget target and how much
you want to allocate from each pay. The bottom line is to have enough money in each envelope
when the bill is due to make the payment, and to budget enough money for your discretionary
expenses.

To alocate your pay to an envelope, first select an envelope and click the INFO toolbar button.
The ENVELOPE INFORMATION window will appear. Click the PAY tab if it's not already
selected, and you will see alist of your monthly pays down the left side.
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Double click on a number in the amount column and change it to the amount you want placed
in the envelope for that pay. The UNALLOCATED column shows you how much is left in your
pay that has not been assigned to an envelope. Thisis the same amount that will be placed in
the "Available" envelope when you record your pay. Close the Envelope Info window. Repeat
this process for each envelope.

Remember - At this point you are only telling the program how much to distribute to the
envelope When You Get Paid. Y our expense allocations will only get added to your
envelopes when you record your pay.

On payday, your check gets deposited into the bank and you will record thisin Budget by
clicking on the RECORD PAY toolbar button. Because you set up your alocations in advance,
Budget is able to automatically distribute your pay to your envelopes according to your
allocations when you click RECORD. If your pay varies, you can modify the total amount of
the pay and/or your envelope allocations before recording by using a Split Deposit instead of

the record pay command.

You're ready for normal use

First, be sure to save your file and name it. See the saving your datafile topic for more
information.

The budget is now set up with your current account balance distributed into all of your
envelopes. You can now record a Check, Debit, or ATM, or record a Deposit, etc. by FIRST
selecting the appropriate envelope and clicking the appropriate toolbar button to record the
transaction.

If you are using Budget without setting up pay allocations, you can deposit your pay by using a
Split Deposit, and distribute it manually into your envelopes.
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If you've set up your pay allocations in Steps 4 and 5 above, when your pay day arrives simply
click on the RECORD PAY toolbar button to record your pay to distribute it in each envelope

as you defined when you created the envel opes.

Note: If your pay amount varies you must use the split deposit instead of the Record Pay
command to make adjustments.

Y ou can view your transaction history (similar to a check register) of any envelope or all
envelopes at any time. You can click and drag to record atransfer between envelopes. Best of
all, you can easily balance / reconcile your bank accounts when the bank statement comes each
month.
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Adding Credit Card Accounts to Your Budget

Please read the Handling Credit Cards section first. That will help you decide if you want to
use the account method or one of the other methods described there.

Setting up the Credit Card Account:

The following instructions assume that you've already set up your working bank accounts
(checking and savings) and have created your expense envel opes.

First, set up the new account as a credit card account. (If you do not have a current balance on
your credit card, skip ahead to "After Setup" below).

Next, you'll need to initialize this credit card account with your current credit card balance by
recording a charge transaction to the credit card account.Y ou may use either of these two
methods to record the current debt:

1. Record the existing debt as a lump sum.

If you don't want to enter the existing debt in specific expense envelopes, you can just record
the charge as one amount that represents all the charges you made in the past. Y ou can put that

amount in the credit card account "Available" envelope; however, we suggest that you first
create an envelope specifically for your existing debt. Y ou might want to name the envelope

"Old Debt", or "Existing Debt", etc. Y ou will then record the charge in this envel ope.

2. Record the existing debt in more than one envelope.

Y ou can also distribute your debt to your envelopes. To do so, you will record a split charge.

In the split charge dialog, you would enter "Credit Card Starting Balance”, and then enter the
amount of the debt you want for each envelope next to it in the table. The total amount at the
top will be the total amount of the debt.

Y ou will enter the numbers as positive, but Budget shows the amount you owe to a credit card
as a negative amount because it is money that you owe.

Any new charges you've made since that statement should be recorded as charges to your
credit card account in the appropriate envel ope.
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Note: To transfer debt between envelopes select the "To" envelope first and drag to the
"From" envelope, enter the amount and click RECORD. This seems backwards but it does
indeed make the "To" envelope more negative and the "From" envel ope more positive.

After setup:

To record a charge see the section on recording charges.

When your next credit card statement arrives, you should reconcile your credit card account.
Use the balance window to enter your statement balance and check off those transactions that
show up on the statement. (Remember to enter the statement balance as a negative number
unless you overpaid your credit card company and they owe you money). See the section on
balancing your bank account for more information.

Handling refunds can be done in one of two ways. Y ou can deposit the amount of the refund to
the credit card account using the appropriate envelope, or you can record a charge transaction

and turn on the REFUND checkbox. In either case, if you try to edit the refund transaction it
will show up in the deposit window for editing.

Paying the Credit Card Bill

After balancing a credit card account, you usually pay the credit card company from your bank
account. In Budget, we've streamlined the process a bit for you. Drag from the bank account
that you're paying from and drop on the credit card account you're paying off. Y ou'll get a split
check (or debit) transaction that has a popup menu to help you fill in the amount of money you
want to pay the credit card company. We suggest you try to get to the point where you pay off
your chargesin full each month. The best way to deal with credit card debt is not to have any.
If you do pay off your credit card in full at the end of the month Budget has a payment option
that is perfect for that. It looks at those transactions you just reconciled in the BALANCE
window and sets up that amount.

To handle alarge charge that you can't pay off at the end of the month we suggest you handle
it just like described above for handling existing debt. Create a new envelope with a name that
reflects what the purchase was, "New Furniture”, for example. Balance the charge on the next
statement and then pay it down each month. Budget has two options when paying the credit
card hill that help you do that. See the paying off a credit card topic for more information.

Page 36 of 136



Note: For paying off existing debt it is important to realize that you should not add any new
charges to these envelopes. Their specific purposeisto hold existing debt. To use the last
two options when paying the credit card bill these envelopes must have no current activity.
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Simplified Data Entry

There are many ways to do things in the Budget application. There isamenu bar which
contains al of the commands in Budget. There is atoolbar which you can configure for
commonly used commands. There are also keyboard short cuts (hold the Control key while
typing aletter). There are also single mouse clicks, double mouse clicks, and Control key
mouse clicks. Y ou may want to experiment with different methods to find the one that is
easiest for you.

Example: You can select an envelope by clicking in the envel ope box once, select a second
envelope by holding the shift key and clicking in the second envelope box. Then use the
Transactions > Transfer... menu command to transfer money from the first envelope to the
second. Or you can simply use drag and drop to drag from one envelope to another to do a
transfer of funds.

When entering a transaction, the fields are automatically filled in with the information from the
previous transaction written in that envelope. This provides avery simple means of writing
recurring checks (for example, the mortgage check normally doesn't change).

When creating new items such as Pay Sources or Envelopes a sampleis created for you that
you can then modify.

Example: When you activate the NEW ENVELOPE command, an envelope named “New
Envelope" isautomatically created. At this point you can then change the name from "New
Envelope" to the whatever you want, for example "Mortgage" or " Grocery".

Amount Fields

The program provides for ssimplified entry. Amounts can be entered with no need to enter the
currency symbol or thousands separator. Y ou must use the decimal symbol to indicate portions
of the currency.

Example: An entry of 1000 is the same as entering $1,000.00. An entry of 123.4 isthe
same as entering $123.40.

Date Fields
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The program also provides a simple manner for date entry. Defaults are always used where
appropriate.

Y ou can use the + and - keys to increment or decrement the selected part of the date by one.
Y ou can click the down-pointing arrow to bring up a small calendar window where you can
select adate to use.
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About Transactions

Budget transactions can be created for a single envelope or for multiple envelopes. Single
envel ope transactions (standard transactions) only effect the envel ope selected. When created,
the transaction is placed in the envelope's history which can be viewed at any time. Multiple
envelope transactions (split transactions) effect all the envel opes selected, or if no envelopes
are selected, al of the envelopesin your budget file. When created, the transaction is placed in
the history for all the envelopes which had a non-zero amount for that envelope, and the
transaction is also entered into the bank account's history showing the total transaction amount.

Entering information in standard transactions.

Selecting a single envelope and then clicking on a transaction icon in the toolbar or using a
Transactions menu command will display a standard transaction window. The window will
show the bank account box in the upper |eft, the envelope box for the envelope selected in the
upper right, and a number of fieldsto enter information. The exact number of fieldsis
dependent on the type of transaction being created. Y ou can change the bank account by using
the popup menu from the bank account graphic. Y ou can also change the envel ope selected by
using the popup menu from the envel ope graphic.

When Budget displays a standard transaction window, normally the first field will be selected
and have the cursor set. Y ou can enter information into the field by typing on the keyboard.
When you have the information for that field entered, you can either tab to the next field of
click the next field with the mouse to select it and then enter the information.

Once you have all the information entered into the fields you can then click the RECORD
button to actually create the transaction. Click RECORD & REPEAT instead if you want to
repeat the same type of transaction in the same envelope. Y ou can also click the RECORD &
REPEAT to repeat the same type of transaction in adifferent envelope or a different account by
using the popup menu from the envelope or bank account graphic. A record of this transaction
will be placed in the selected envelope's history. Y ou can display an envelopes history by using
the HISTORY icon in the toolbar, or the Envelope > Envelope History... menu command.

Entering information in split transactions.

Sel ecting more than one envel ope or no envelopes and then clicking on atransaction icon in
the toolbar or using a TRANSACTIONS menu command will display a split transaction
window. There are two partsto a split transaction window. The top part looks the same as a
standard transaction window without the envelope box in the upper right along with a number
of fields to enter information. The exact number of fields is dependent on the type of
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transaction being created. Y ou can change the account by using the popup menu from the bank
account graphic.

The bottom part consists of atable with anumber of columns. The first columnisalist of the
envelopes selected or all of your envelopes if no envelopes were selected. If you selected a
number of envelopes there will be a checkbox to toggle between all of your envelopes and the
ones you selected. The other columns are for entering amounts for each envelope along with
additional information.

To enter amounts (or any information) in the table select the row that contains the envelope for
which you want to enter an amount and then double click the amount next to that envelope.

Working with amounts in split transactions.

The split Transfer transaction main amount field is disabled. Y ou must enter amountsin the
table. Asyou enter amounts in the table the total amount of the transaction is placed in the
main amount field.

The split deposit, debit, check, charge, and credit card payment transactions have an additional
field AMOUNT REMAINING TO BE DISTRIBUTED. Y ou can enter amounts for these
transactions in either of two ways.

1. You can enter atotal amount in the main AMOUNT field and the AMOUNT
REMAINING TO BE DISTRIBUTED field will show the same amount. As you enter
amounts in the table the AMOUNT REMAINING TO BE DISTRIBUTED will change to
show you the amount that you still have to enter into the table.

2. You can enter an amount into the table and as you enter each amount the main
AMOUNT field will show you the total entered so far.

The AMOUNT REMAINING TO BE DISTRIBUTED field must be equal to $0.00 before the
RECORD button will be enabled.

Once you have al the information entered into the table you can then click the RECORD
button to actually create the transaction. A record of this transaction will be placed in each
envel opes history showing the amount distributed to that envelope along with it's information
entered in the table. A record of the transaction will also be placed in the bank accounts history
showing the total amount of the transaction and the information from the top part of the
window.
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Shortcuts

To execute keyboard shortcuts hold down the Control key and press the corresponding |etter/
function key.

F1 - Preferences
New

N - budget
document
Open

O - budget
document
Close

W - budget
document
Save

S - budget
document
Save

Shift budget

+S  document
as new file

C - Copy text
V - Pastetext
A - Sdectal

Show Info
for

" selected
envelope

B - Baance
New group
_with
selected
envelopes
_Envelope
history
_Record a
check

G
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] Record a
debit

] Record a
deposit

] Record a
transfer

_Display
reports

] Record a
pay

The following keyboard shortcuts do not require the Control key to be held down.
F1 - Help
There are also mouse action short cuts. Hold the following keys while clicking the mouse.

Clicks on envelope graphics can access program functions.

Singleclick - Select
Shift single click - [Multiple Select (Total)

Record check/debit -or-
Open group envel ope window

Doubleclick -

Record deposit -or-

Alt doubleclick -
Open group envelope

Right-click - Display context menu with common commands

Clickanddrag- |Transfer funds

Clicks in a bank account box can access program functions.

Singleclick - Select

Doubleclick - Display Balance window

Alt double click - |Record split deposit

Right-click - Display context menu with common commands
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Clicks in a History window list can access program functions.

Singleclick - |Select transaction

Double click - |Edit the transaction
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Working With Bank Accounts

All Budget documents start with a default bank account named " Checkbook". Y ou can create
additional bank accounts as needed. Bank accounts in Budget are the equivalent of your real
world bank accounts. They may be either checking, savings, or credit card accounts.

Note: When you create a new account all your existing envelopes will show in the new
account. If you create additional envelopes they will appear in all your accounts.

Setting up A Bank Account

Setting up a new bank account or modifying an existing bank account can be done at any time.
To setup anew bank account, use the Accounts > New Account... menu command. The bank
account is created with the name "Bank Account n" where "n" is the number of the bank
account. The bank account info window is displayed so you can set specific options for the
new account.

See the bank account getting started topic to enter a starting balance in a bank account or
see the credit card account getting started topic to enter a starting balance in a credit

account. Don't know what your current bank balance is? Use the method describe at the
bottom of this page for how to determine your bank balance.

Setting or Changing Bank Account Options

To modify an existing bank account, first select it, then click the INFO toolbar button or use
the Accounts > Account Info... menu command.
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T Allow Bank account bo go negative

T Dokt b defanlt action

I Suppross automatic avallable transfer

Cancel _. Dhorsn _.

Y ou can change the name of the account to anything you like. Bank account names can be any
length but you should limit them to about 16 characters to prevent any truncation in the display
windows.

Select if thisaccount is either a standard bank account (checking or savings) or a credit card
type account.

Note: First read the handling credit cards topic to determine if you want to handle your

credit card as an account or use one of the ssmpler methods. Y ou should also read the
getting started with credit cards topic for more information.

For standard bank accounts, enter the number of the next check in your checkbook.

Check the ALLOW BANK ACCOUNT TO GO NEGATIVE checkbox if you want Budget to
allow negative valuesin the account. If you do select this option WARN WHEN BANK
ACCOUNT GOES NEGATIVE will be automatically selected, although you can turn off the
warning if you prefer.

Note: It isnot wise to select these options except in special circumstances, since Budget
bank accounts reflect your real world bank accounts. Y ou should never let your real world
bank accounts go negative either.

Selecting the DEBIT ISDEFAULT ACTION will cause a double click on an envelope to start a
debit transaction instead of the standard check transaction.

Checking the checkbox SUPPRESS AUTOMATIC AVAILABLE TRANSFER cause Budget not
to ask if you want to transfer funds from the available account if you attempt to write a check
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from an envelope that does not have enough funds to cover the check. That is, the envelope
will go negative.

Click the S GNATURE tab to add your signature to Budget for printing on your checks.

E Bank Account: @

Bank Account Name: = Bank Account

]Ghackhnnk C Credit Card Accounl
Settings Signature |[nfo | Appearance

Signature

Browse I

I~ Print Gurrency Symbol on check

Tirwi cptiercs mmiagy aboo by Sof with "l Frink Setop™

Cancel I Done ]

To place an image of your signature on your checks, click the SGNATURE tab. Y ou can use
the BROWSE button to show the standard navigation window to find your image file. The
signature image and next check number can also be entered in the Check Print Setup process.

Checking the checkbox PRINT CURRENCY SYMBOL ON CHECK prints whatever currency
symbol you have set with the amount.

Click the INFO tab to change general information about the account.
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E Bank Account:

Bank Account Name: = Bank Accourl

]Ghﬂﬂkhnr_‘lk O Credit Card Accoun

settings | Sianature Info [Annear‘ance

URL: |

Enter a note to be associated with thiz bank
account

Cancel | Done ]

Y ou can enter a URL for accessing your bank's web site. Entering a URL enables the
Accounts > Launch Account URL menu command whenever the bank account is selected.
The Accounts> Launch Account URL command will bring up your default web browser and
access the site specified. Thisis handy if you want to check your bank balances or access your
bank data as a QIF file.

Y ou can also enter any textual information in the NOTE field such as the address of your bank.

Click the APPEARANCE tab to change how the account is displayed.
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E Bank Account: @

Bank Account Name: = Bank Accoumnt

]Ghﬂﬂkhnr_‘lk O Credit Card Accoun

settings | Signature | Info  Appearance |

et Golor
f','.;.‘f Family None
Electronics ~
Entertainmeant
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Furniture
GIft
irl's o
4 | il
Eam:ell Done ]

Y ou may set a color tint for the account. Click the SET SPECIFIC COLOR checkbox if you
want this option, and then click the color box to select acolor.

Accounts may display asmall icon in the bottom left corner of the account. To set an icon to
display with an account, expand an icon pack in the table by clicking on the indicator on the
left then select the icon in the list. To remove it click the NONE button. See the Preferences

topic for more details on icon packs.

Click the DONE button when you have finished reviewing and/or changing information.

How to determine your bank balance

If you don't know your current bank account balance you can use the following method based
on your bank statement. First get your most recent bank statement. If you don't have one we
suggest you wait to start using Budget until you receive it from the bank. Then, enter the
statement balance as a deposit to the account. (If you created envel opes already, a split deposit
will alow you to distribute the deposit to your envelopes, or put it al inthe Available
envelope.) Next, enter every transaction that you have made to that account since the statement
date into Budget. The amount shown in the total box will be your current account balance.
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Handling Multiple Bank Accounts

When you setup a second bank account (Checkbook, Savings, or Credit Card) in Budget, the
main window changes from the standard display. The main window will show your bank
accountsin ascrollable list down the left side of the window with your envelopesto the right.

5 Bardged - [Dar Baidges Mulbi]

o OB Edt ooeunid Efveloes Trawsowed Took edew Bl

E
g@ﬁt:&d‘%ﬂ_sﬁﬂﬁff:
heck  Debi

Inltlafieadion Compleded

. Enbﬂt.lln -.__
:1 ]

Note: See the "Envelopes with multiple bank accounts® section of the Envelopes in Budget
topic for more information about how envelopes and bank accounts interact.

Recording Transactions

When creating transactions in Budget (check, deposit, etc.) each transaction window displays
the bank account in the box at the top left. To change the bank account, click the small down

arrow and use the pop up menu to select a bank account. Y ou must have sufficient fundsin a
particular bank account to cover the amount of any withdrawal.
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’~ s63525 | | | $27500

L $4510.00 '_.J;
¥ Checkbook
Pd G savings E Ident: |1005 | & /2005 +|
JEd:e'.'.'.:',' ﬂ |S'I.?.?5
For: [Mik: & Soda I~ Tax Item I™ Remind
Mamo: ] Recard &F‘rint| Cancel | Record

Example: You have $500 in your "Mortgage" envelope from the First National Bank and
$500 in your "Mortgage" envelope from your spouse's Crestar Bank; you can't write a check
for $1000 to pay the mortgage. The reason is simple to understand if you think in real world
terms. That is, from which bank would you really write the check?

Default information for new transactions are determined by the following rules. With no bank
account selected on the main window, the last transaction's information for that transaction
type would be used. If a bank account is selected on the main window, then the last
transaction's information for that bank account and transaction typeis used.
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Moving Bank Accounts

Bank account positions may be moved on the main window. To move an account hold the
Control key and drag an account between two other accounts to reposition it. When the edges
of the other accounts hilite, rel ease the mouse to drop the account in that position.

Y ou can also move an account to the last position by dropping it on the bottom half of the
current last account.
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Balancing Your Bank Accounts

Balancing a bank account (Checking, Savings, or Credit Card) isasimple process in Budget.
To access the Balance window, first select the account and then use the Accounts > Balance...
menu command. The Balance window has the account total in the upper left corner and the
statement balance field in the upper right. The list of items on the right side are the deposits,
and the list of items on the left side are withdrawal s (checks, debits, ATM, etc.). Payments and
charges will belisted if you are balancing a credit card account.

In the top center of the Balance window is the balance indicator and amount. When your
budget and the bank agree the balance indicator will be level and the amount will show $0.00.
If the indicator is not level then the amount shown is the difference between your Budget bank
account and the real bank. The indicator must be level before you can balance your bank
account.

Clicking the column header IDENT in the check list sorts the list by the check number.
Clicking the column header DATE in either list sortsthe list by date.
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& Balance Hew Budpet

Checkbook ]
} ] Stalerment Balance
54,510.00 v |54.510.00
£0.00
Ghecks Deposits
et | Date | Amount| |  Date | Aourt |
1002 Be7SA005 2300.00 292005 23 DO0U0D
1003 82005 250,00 822005 £500.00
) S/8/2005 B a0 51.000.00
B 005 2102005 550,00 B 7292005 550,00
g5 2005 S400000
8/5/2005 $50.00
Total Withdrawals; 250000 Tolal Deposits: 55,010.00
M Show More Info on selected Hem Balance Done
FromiTo:  Loews Theater [~ Charge
For  theater ickeis [+ Check I~ Deposit
Memo; I~ Debi I~ Pay
Envelope: Enterainrment [~ ATM I Muld A

How To Balance A Bank Account

We use a checking account for this example, but the processis the same for a credit card
account.

If you have more than one bank account defined, select the account you want to balance. See
the Multiple Bank Accounts topic for more information.

1. Enter the statement balance as shown on your bank statement in the field in the upper
right.

Note: The statement balance for a credit card should be entered as a negative number
iIf you owe money to the credit card company.

2. Click on the checkbox for each deposit and withdrawal that the bank has received in the
lists. This indicates that the item has cleared the bank. The totals for all items checked
will be displayed at the bottom of each list. Asyou click each item the balance indicator
icon and amount at the top center will change. When your account is balanced the
indicator will be level with abalance amount of zero. If thisis not the case, recheck
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each item. Insure that each item agrees with the bank statement. Also insure that each
item on the bank statement is shown in the list and checked.

3. Once dl the items are accounted for, click the BALANCE button. Thiswill remove all
checked items from the lists and place a balance icon next to each transaction in their
corresponding envelope history windows. This reconciles your bank account and
returns you to the main window.

Clicking the DONE button returns you to the main screen without balancing the bank account.

Note: If the balance icon is tilted down on the left side (towards the bank account image),
that usually means that you think you have more money in your account than the bank does.
L ook for checks or debitsin your bank statement that have not been entered into Budget.

If the balance icon istilted down on the right side (towards the STATEMENT BALANCE

field), it usually means that you think you have less money in your account than the bank
does. Look for depositsin your bank statement that have not been entered into Budget.
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Envelopes in Budget

Envelopes are used to hold portions of your money that you want to set aside for specific
expenses. Y ou can create as many envelopes as you like. Y ou may want to create an envelope
for each "bill", such as"Rent" or "Phone", and also create envelopes for discretionary expenses
such as "Entertainment or "Clothing".

The money that you set aside in envelopesis still shown in the bank account total - its just
earmarked or set aside in envelopes so you know what its for before you spend it. Y ou don't
have to set aside ALL the money in your account; Budget has a built in envelope called
"Available" that you can use. When we say all money in the bank account must bein an
envelope - that includes the "Available" envelope. So if you want to deposit money and you
don't want to put it in any expense envelope, put it in the "Available" envelope.

Note: When you look at Budget's main window, the sum of the amounts in your expense
envel opes plus the amount in the "Available" envelope equals the total amount in the bank
account.

In Budget you can set up your budget in advance and preallocate future income into your
envelopes each time you get paid. Y ou can set up your budget by using the envelope info
window.

Also, you can personalize your envelopes with colors and icons, add notes and URL links,
group envelopes, move envelopes into a different order on the main window, and transfer
money between envelopes.

Envelopes with multiple bank accounts

If you set up more than one bank account in Budget, the same envelopes will be used to hold

money from all accounts. For example, you may have a"Travel" envelope in which you've set
aside $500.00 from your Checking account and $2,000.00 from your Savings account. As
shown below, when you select the checking account (image A) the "Travel" envelope shows
$500.00, when you select the savings account (image B) the "Travel" envel ope shows
$2,000.00, and when you deselect all accounts by clicking in the Total box (image C) the
"Travel" envelopes show $2,500.00 which isthe total (net) for all accounts.
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When you spend money you will record the check or charge transaction from the appropriate

account and envelope, and when you deposit money you record the deposit or pay transaction

into the appropriate account and envelope. The main window will reflect the change in both
the total bank account balance and your envelope balances.
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Working With Envelopes

Create An Envelope

Creating a new envelope or modifying an existing envelope can be done at any time.
Envelopes are used to write checks, make deposits, and budget portions of your pay. This
allows you to seeif there are enough funds in the envelope to meet financial obligations.

To create anew envelope use the ENVELOPES menu and select NEW ENVELOPE. The
creation of an envelope is determined by the front window. If the main window isin front, a
new budget envelope will be created there. If a group window isin the front the new budget
envelope is created in the group. The envelope is created with the name "New Envelope”, and
the envelope info window is displayed.

To modify an existing envelope, first select it, then click the INFO toolbar button or use the
Envelopes > Envelope | nfo menu command.

Use the ENVELOPE NAME text field to change the name of the envelope. Envelope names
can be any length but you should limit them to about 16 characters to prevent any truncation in
the display.

Setting or Changing Expenses and Pay Allocations

Click the Pay tab.
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Pay | Options | Appearance  Nete |
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|
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Cancel | 0K |

Set the amount you want to budget for this envelope into the EXPENSE AMOUNT field.

Set the frequency of the expense in the popup menu. Basically thisis how often you need the
amount specified above.

Set which pay source to use when paying the bill. Check the box next to each one you want to

use. Use the selector if want either an equal amount or a proportional amount allocated from
each pay.

Once you have set this information Budget will determine the amount needed and
automatically compute your pay alocations. The total amount allocated to your envel ope will
be shown in the ACTUAL AMOUNT ALLOCATED section and you can use the popup to
display the amount for any time period.

To see the amount for each pay that Budget has computed click the PAY DETAILS button to
show the PAY DETAILS drawer.
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Each pay for all of your defined pay sources will show in the PAY DETAILStable. You can
change any amount in the pay details table by double clicking it and entering the amount. The
ACTUAL AMOUNT ALLOCATED section will be updated to reflect the change. The
UNALLOCATED column shows you how much is left in your pay that has not been assigned
to an envelope. Thisisthe same amount that will be placed in the "Available" envelope when
you use the Record Pay command.

Y ou can also set an allocated amount as a percent of your total pay amount. To do so use the
bottom table in the PAY DETAILS drawer and set the percent next to the pay source. When a
pay has a percentage set it is not computed with the expense amount. The percentage amount
will be recomputed each time you change the amount of the pay source.

Note: You can also work with multiple envelopes in atable format, see the Pay Allocation
Table topic for more information.

Y ou can create a note for each envelope. The note may be any information you want to
associate with this envelope. Click on the NOTE tab to show the note window and enter your
note.

Click the OPTIONS tab to set one of two options for this envel ope.
. MONEY TRANSFERRED IN... - Set this option if you want transfers to this envelope to
be used in statistics.

. MONEY TRANSFERRED OUT... - Set thisoption if you want transfers from this
envelope to be used in statistics.
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B Envelope Dentist in Hew Budget

Envelope Name Z2.60% of Monthly Income
|Dentist

$125.67 Monthly

Pay |Note |Options Appearance |

ﬁ Medical Mone

Insurance

Gift
Clothes

Computer

Set Color |
Fa
B
*

cancel Done

Click the APPEARANCE tab to change how the envelope is displayed.
Click the SET COLOR button to select the color this envelope will display in.

Envelopes may display a small icon in the bottom left corner of the envelope. To set anicon to
display with an envelope, expand an icon pack in the table by clicking on the triangle on the
left then select theicon inthelist. To removeit click the NONE button. See the section
Preferences for more details on icon packs.

Click the DONE button when you have finished reviewing and/or changing information.
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Group Envelopes

Similar envelopes may be grouped together. Envelopes like "Phone", "Electric”, "Cable", etc.
could be grouped together in agroup called "Utilities'. Budget provides statistics on each
envelope but can also provide statistics on groups. Group envelopes allows you to better
understand how your funds are distributed and how well you are doing with your budget.

The ssimplest way to group envelopes isto select each envelope that you want to be part of a
group. With all the relevant envel opes selected, use the Envelopes > New Group With
Envelopes menu command. Budget will display the group info window. Thiswindow is
similar to the normal envelope info window. The group will be given the default name of

"New Group". You can enter a note for the group if you wish, aswell as change it's appearance.

B Utilities in Family Budget (]

G.92% of Monthly Income

Group Name

lutilities) $300.00 Monthly

Note ]Appearancef
Includes Vepco, Wash. Gas & Verizon

Cancel Dane

Example: Continuing the example above you would select the "Phone" envelope by
clicking it once, then hold the shift key down while clicking on the "Electric" envelope, and
then while still holding the shift key down click on the "Cable" envelope. With all three
envelopes selected use the Envelopes > New Group With Envelopes menu command.
Budget will display the "New Group" group info window. Y ou would then change it's name
to be"Utilities'.

Y ou can ungroup envelopes by selecting the group and then using the Envelopes > Ungroup
menu command.
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Y ou can also use drag and drop with the Control key held down to move envelopesin and out
of groups or to any position on the window. If you drag an existing envelope into another

existing envelope a new group will be created with both envelopes. If you drag the next to last
envelope out of a group then the group will disappear and the last envelope will be ungrouped.

When using drag and drop to transfer money between envelopes, or to move envel opes,
hovering the drag over a group envelope will result in the group window springing open so you
can finish the drop on a specific envelope within the group.

Restrictions:

« You can not group the "Available" envelope.
« You can not create a group within a group.

Group envelopes may display asmall icon in the bottom left corner of the envelope. To set an
icon to display with an envelope click the APPEARANCE tab. Expand an icon pack in the table
by clicking on the triangle on the left then select theicon in the list. To remove it click the
NONE button. See the section Preferences for more details on icon packs.

B Unilities in Family Budget [x]

Group Name 6.92% of Monthly Income

lutilities $3200.00 Monthly

Note Appearance |

Set Color

Electricity None |
ay
Tt
i

Dining
Electronics
Entertainment
Family

il

cancel Done

Click the SET COLOR button to select the color this envelope will display in.
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Moving Envelopes

Envel ope positions may be moved on the main or group windows. To move an envelope hold
the Control key and drag an envelope between two other envelopes to reposition it. When the
edges of the other envelopes highlight, rel ease the mouse to drop the envelope in that position.
Y ou can also move an envelope to the last position.

Y ou can create anew group by dropping an envelope directly onto another envelope on the
main window.

When using drag and drop to move envelopes, hovering the drag over a group envelope will
result in the group window springing open so you can finish the drop within the group.
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Deleting Envelopes

Envelopes may be deleted from a document. When envelopes are deleted, their history records
are saved to atext file . See the Archive Data Format topic for more information. Any funds
left in the envelope will be transferred to the "Available" envelope. To delete an envelope, first
select it, then use the Envelopes > Delete menu command. Y ou will be asked to confirm the
action with the warning window shown below; click the YES button if you are sure you want to
delete the envelope.

Note: Y ou can not delete an envelope that has unbalanced transactions. If the envelope has
unbalanced transactions you will have to wait until the transaction has cleared the bank, and
you have checked it in the balance window and balanced your budget. Alternately, you may
void and then delete the unbalanced transactions.

B Delete Envelope @

Savings

40.00

FOU00 vall b irarsfemed bo “oesdable'
T hashany recards will be anchoved

Caneel | 1].4

Y ou will then see the standard save window. Use this window to select where to save the
archived data. Save thefile by clicking on the SAVE button. If you cancel the save, the archive
records will not be written; however, the envelope will still be deleted.

Warning: The delete command can not be undone. However, it is possible to restore the
envelope if you close the document WITHOUT saving, then open the original document

again.

When the envelope is deleted, any funds in the envel ope will automatically be transferred to
the "Available" envelope.
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Handling Income in Budget
There are two ways to record a deposit of your regular or variable income into Budget.

1. You can record a split deposit to your checking account. In the split deposit window

you can manually distribute the deposit to your envel opes.
2. You can record a pay and Budget will automatically enter the deposit and distribute

your pay to your envelopes. To use this method, you will first have to define your pay
sources ("Amount and Frequency"), and define your expenses (" Amount and
Frequency") so Budget can calculate how much to distribute to your envel opes each
time you get paid.

Here is an example of the main difference between the two methods. Suppose you have created
3 envelopes and you get paid $300 every week. Thisweek you deposit your pay at the bank,
and in Budget you would record the deposit of $300 to your checking account, then distribute
$100 to each of your 3 envelopes. Next week you would again deposit your pay at the bank
and again in Budget you would record the deposit, and distribute $100 to each of your 3
envelopes. You would repeat this step each time you get paid. Now wouldn't it be alot easier
to somehow say "each time | get paid put $100 in each of these 3 envelopes'? Thisis exactly
what a"Record Pay" command does in Budget. Y ou define your income (" Pay Source") in
advance by saying how much it is ($300) how often you get it (weekly) and how much ($100)
to put in each envelope ("Pay Allocation™). Y ou do this only once. Then each time you get paid
you tell Budget to enter the pay and it automatically distributes the pay for you.

In setting up your income, there are two parts, the amount and how often you get paid. Budget

has a predefined list of pay frequencies ranging from weekly to monthly. Y ou can define as
many pay sources as you want.
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Set Up Your Income

Y our sources of income are called "Pay Sources' in Budget. Pay sources specify the amount
and freguency that you are paid, as well as what bank account the money will be deposited to.
Pay source setup is done when anew budget is being created for the first time or whenever you
want to add, remove, or change a pay source from the budget. See the About Income topic for

more information.

To define anew pay source or change an existing pay source, use the Accounts > Pay Source
I nfo... menu command to display the Pay Sour ce window.

Click on the ADD button to create a new pay source.

Double-click on the name of the pay source to start editing the name. Double-click on the
number in the amount column to change the amount of the pay.

G EBE
Add | Remove |

Marne | Apraiant | Fiegiarcy Bank fuccamn
Dione £1 100,00 Edteekhy * | |Checkbook =
Jack 500,00 Py x| |Checibook - |

| o= |

Click on the FREQUENCY pop up menu to change how often you are payed.
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Click on the BANK ACCOUNT pop up menu to change the bank account the money will be

deposited to.
= Pay Source [;]@] [E|

Repeat this process for each pay source you need.
To remove a pay source, select the item to be removed and click the REMOVE button.

Click the DONE button when you have entered all your pay sources. Y ou can return to this
window at any time to add, remove, or modify your pay sources.
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Pay Allocation

Y ou set up your pay allocations when a new budget is being created for the first time or
whenever you want to modify the amount of your pay going to an envelope.

To setup your pay allocations use the Accounts > Pay Allocations... menu command to
display the Pay Allocations window. The window has two tabs. "Expense Amount™ and " Pay
Details'. Both tabs alow you to set your pay allocations. The EXPENSE AMOUNT tab allows
you to specify the amount of a bill and how often it must be paid, and then it computes the
amount that should be deducted from your pays. The PAY DETAILStab alows you more
detailed control over the amount taken from each pay.

If you used the setup assistant or the getting started section to get started, you will see the

information you entered in the budget and pay allocation steps in the EXPENSE AMOUNT tab
here.

Note: Changing an envelopes expense amount in the EXPENSE AMOUNT tab resets all of
the pay allocations shown in the PAY DETAILStab for that envelope. Changing an
envelopes amounts in the PAY DETAILStab changes the "Monthly" field in the EXPENSE
AMOUNT tab for that envelope.
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2 Pay Allocations

Experme Amount | Pay Detads |
Chiangeng e Selds on this b will change the smots allocabed in the “Fay Detmls” ish
GrougaEnvelopes | Expense Amouni | Maonithly | Frequency | Py Sowxce

vl bbb %1,.500.00 £1.500 00
Martgage

Morgsoe 2 500 00 L0 00 | Monthiy _-] |!J‘I Fay _-]
Morigage £1.000 00 5100000 | Monthly j |i=:m-,.;u-.;!-_.- ﬂ
Erertair, 10 000 EOU00 | Mhacehiby B |
Trarel £ 00 000 ||ty ﬂ |:'-l-c'-l: Sl j
Automaobile

Mew Ervelons §4 00 000 [Morhly =] [Mot Sat =
Few Ervvelops £ 00 000 [Morghly =] [Mot Set =
Grocery $01 00 000 [Morstly =] [Hot S -]
Periodicals

Mew Envelope $0.00 s000 [Morgrty =] [Mot Se =
Mew Errrelope 50 0 & hloynthiy j |h'-.'-l: Tl -
. v — 7 =

The amounts abore do nol change your envelope balsnces.  They are only used when performing an “Enter
Fay™ command, or when doeng & split errrelope deposi and snsbing ore of the pay sounces
i |

Double click the expense amounts to change them. Use the popup menus to select expense
frequency (how often the bill is due) and which income source to pay the expense.

Notice as you enter amounts next to each of your envel opes the amount next to the "Available"
envel ope changes to reflect the monthly amount of money you have left each month. The table
in the lower right gives you a more detailed look at how much money you have left from each

of your pays.

Y ou can change the amounts Budget computes for your pay allocations to anything you want

by using the PAY DETAILStab.
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2 Pay Allocations

Espeercie Ameurt | Pay Detals |
Liga Hes iab bor fine contnal of amounts 1o be placed i eachk ervelope
EmvelopePay Sowes | Moty |1I1F'd-:r|?FdF"n!r:r|:'i'dF'-l'r|4ﬂ‘-F'crr| E-E-F'a-,rl
Available S0, 600, 6 A
Cither Py 475000 $53750 93750 s937 S0 sgavsp MM
My Py 532500 BNeF ) BSRE )  RoR ) SR N '
Morioacpe S 1, 500, [y
Maortogane # S500. D
Oithesr Pay %0 (00 £0.00 000 S0 00 &0 00 £0.00
My Pary ennn o0 512500 S1Z500 S1ES00 12500 £0.00
Maortogage 5 1. D00, (R
Lither Pay &0 100 £0.00 S0 O S0 O 5 00 £0.00
My Py 100000 SRE000 SELH00 SHEO00 FER000 L2t
Entertain & 5000, DD
Dither Pay gaen o SE250  SE250  SESD  SL2S0 S0OD
My Pary £ 200 0 SE62 50 SEXSN  SEXS)  SE2E0 000
Trawel £0.00
Cithesr Pay &) ) £0.00 S0.00 S0000 80 00 £0.00
My Pay &0 ) £0.00 S0.00 S0 50 00 £0.00
Automobile S0, 0y
Hew Envelope L0, 00 3
il M Sp— L CEL C IR r N =i R
The amounts alborne do not changes your envelope balsnces. They are only used when perloeming an “Enter
Fay™ command, or when doang & splif ervvelope deposit and enablng ore of the pay m:_-:es

The PAY DETAILStab gives you much finer control over the amounts allocated from each
pay. Y ou can also work with pay allocationsto individual envelopes, see the Working With

Envelopes topic for more details.

Note: Selecting EQUALLY or Proportionally for the pay source will use all defined pays.
To select a subset of pays or to use a percentage of a pay source you must use the envelope's
information window.
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Record Your Pay

If you have set up your allocations use the Transaction > Recor d Pay... menu command or
click the RECORD PAY toolbar button. See the Handling Income section for more information

about pay sources and pay allocations.

If you have not defined any pay sources or have not set up pay allocations for your envel opes,
you can deposit your pay by using a Split Deposit and distribute the amounts to your envelopes

manually.

B pay &
Helg: O7Heed? =
| Fos Soceze I Py I ATE I
jor S Py SRI000
| Mary HPar = 2200000
- Jn [rem =] $1.200.00
Gaod | acestPayiocsors | RacoriPayhos |

The RECORD PAY window displays atable with a description for each defined pay source.

1. Changethedateif desired.

2. Check the checkboxes next to any pay to be recorded.

3. Click the RECORD button if your pay is aways the same amount and you do not want
to make last minute adjustments to your envelope allocations.

Clicking the ADJUST PAY ALLOCATIONSwill bring up the Split Deposit window with the

pays selected in the bottom table. Y ou will be able to make adjustments to the total amount of
the pay as well as the amounts going in to the individual envelopes.

Note: Pays entered with the Record Pay window show up in the balance window as
separate transactions. See the Split Deposit topic for entering multiple paysasasingle

deposit.

Y ou can record your pay at any time. However, the date determines the pay of the month
allocations that Budget uses. For bi-weekly pay sources, dates from the first of the month to
the fourteenth of the month are considered the "first pay of the month”, dates from the fifteenth
to twenty-eighth day of the month are the "second pay of the month”, and the remaining days
are the "third pay of the month". For semi-monthly pay sources, the first of the month to the
fifteenth of the month are considered the "first pay of the month", and everything elseisthe
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"second pay of the month".

As you change the date Budget determines the pay of the month and sets the selector in the
table. Y ou can override the pay of the month that Budget will use by selecting a different pay

in the selector.

Example: If today's date is 4/23/05 when you start the Record Pay command, that date is
displayed in the date field. Assuming that you defined a pay to be bi-weekly, the pay
selector would display "2nd Pay". Changing the date to 4/12/05 would cause the program to
distribute the funds according to the definitions for the first pay of the month. Likewise a
pay defined as "weekly" would display as "4th Pay".
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Make a Deposit

Y ou can make deposits to any envelope. Deposit transactions increase the amount of money in
abank account and in an envelope. To record a starting balance or to make a deposit to more

than one envelope at the same time see the split deposit topic.

To make a deposit select the envelope and use the Transaction > Deposit... menu command or
click the DEPOSIT toolbar button.

The deposit transaction window displays the bank account balance in the upper left corner, and
the selected envelope in the upper right corner. If you have more than one bank account
defined see the section on multiple bank accounts.

# Deposit for New Budget

F Checkbook -‘H Medical /
i £4,500.00 I@ £175.00
Fecened Frome | FA2NE = |
Biuse Cross | [350.00

For: :ﬁa}n Feimiaursemeni] [ Remind

Cancel | [ Record

=

The program places the current date in the DATE field. Y ou may change thisif desired.

2. Enter the source of the fundsin the RECEIVED FROM field. The field has a popup
menu on the right. If you have written a previous transaction to the account or envelope
it will be placed in the field for you. Budget places alist of previous transactionsin the
popup list. Y ou can enter afew characters and Budget will try to auto fill the field with
asimilar previous transaction. Y ou can also use the drop down menu to select an entry
to use.

3. Enter the amount of the deposit in the AMOUNT field.

4. Enter any additional information desired in the FORfield. Thisfield is optional.

To set up afuture deposit to the same envel ope and bank account, turn on the REMIND
checkbox. Y ou can learn more about Reminders.

When you have all the information entered, click the RECORD button to complete the
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transaction and return to the main window or you can click the RECORD AND REPEAT
button to enter more deposits in the same envelope or in different envelopes using the little
black arrow in the envelope box.
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Record a Check or Debit

Note: The processis basically the same for a check or debit transaction. For illustrative
purposes we will use a check transaction. The only differences between a check and debit is
that a debit does not have an IDENT field for a check number.

Y ou can record a check from any envelope. Checks decrease the amount of money in a bank
account and envelope. To record a check from more than one envelope at the same time see the
split check or debit section.

To record a check to pay off acredit card account, see paying off a credit card.

To write a check select the envelope and use the Transaction > Check... menu command or
click the CHECK toolbar button.

The Check transaction window displays the bank account balance in the upper left, and the
"Available" envelope and the selected envelope in the upper right. If you have more than one
bank account defined see the section on multiple bank accounts.

= Check for. Hew Budpet

F Checkbook -‘ll nuailahl}/ L Gr-nc:y
. £4,510.00 S832.25 | 827 -““H“-a..j

T -

Pay Tor Ident: [1008 | & g2005 ~|
[Sefevay | 5000
Forfommmre [ TaxItem [ Pemind

Memo: | F'.ecurd&F'rint| Cancel | Fecord

1. The program places the next check number in the IDENT field (Checks only) and the
date in the DATE field. Y ou may change these. Also check the checkbox if theitemis
tax deductible.

2. Enter the check payee in the PAY TO field. The field has a popup menu on theright. If
you have written a previous transaction to the account or envelope it will be placed in
the field for you. Budget places alist of previous transactions in the popup list. Y ou can
enter afew characters and Budget will try to auto fill the field with asimilar previous
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transaction. Y ou can aso use the popup menu to select an entry in the menu to use.

Enter the amount of the check in the AMOUNT field.

Enter any additional information desired in the FOR field. Thisfield is optional.

For checks, enter any information you want printed on the check in the MEMO field.

Thisfield isoptional and is not present for ATM transactions.

6. When you have all the information entered, click the RECORD button to complete the
transaction and return to the main menu.

o rcw

If there are not enough funds in the envel ope to cover the amount of the check you will be
prompted to transfer funds from the "Available" envelope. See the Automatic Transfer from

Available topic for more details.

The RECORD & PRINT button works the same as the RECORD button, but it also sends the
check to the printer to be printed. See the Printing a check topic for more details.

To set up afuture check to the same place, turn on the REMIND checkbox. See the Reminders
topic for more details.
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Make an ATM Withdrawal

An ATM Withdrawal transaction represents going to a cash machine, taking money out of
your bank account, and receiving cash. To use the ATM withdrawal select an envelope and the
click the ATM toolbar button, or use the Transaction > ATM Withdrawal... menu command.

The ATM transaction window displays the bank account balance in the upper left, and the
available envelope and the selected envelope in the upper right. If you have more than one
bank account defined see the section on multiple bank accounts.

B ATM for Crest

.r Checkbook N\ n'.'ailah;/ -Casll//

£525.00 o/ £25.00 £100.00

| B 72005 *|
For: Cash Amount: |$3L‘|.|:|':I

[ Remind

Cancel | Record

Enter the amount of the withdrawal in the AMOUNT field.

Enter any additional information desired in the FOR field. Thisfield is optional and defaults to
"Cash".

To set up afuture ATM Withdrawal from the same envel ope and bank account, turn on the
REMIND checkbox. See the Reminders topic for more details.

When you have al the information entered click the RECORD button to complete the
transaction and return to the main window.
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Record a Charge

Note: A charge transaction may only be made in an account which has been setup as a
Credit Card account. See the Working With Bank Accounts topic and Getting Started With
Credit Cards topic for more information. When you select the credit card account your

envel opes show the amount owed. When you select the bank account you will use to pay the
credit card your envelopes show the amount of money you have. Deselecting all acounts by
clicking in the Total box shows you the "net" amount.

Standard Charge

To record a charge card purchase, select the credit card account. Then select an envelope, and
use the Transactions > Char ge... menu command.

The standard charge transaction window displays the credit card balance in the account box in
the upper left, and the selected envelope in the upper right.

& Charge for Family Budpet3

(- credit card -\l Emcj:y

L ($60.00) | #0000
Chonge Tox [T Refund 4/ 52005 =
[Cub Focds x| Jssr.48

For: i"-.'-.l'i:uH_,.l gioceies] [ Tax ltern I Fremind

Cancel | [ Recod

Enter where the charge was made in the CHARGE TO field.
Enter the amount of the charge in the AMOUNT field.
Enter any additional information desired in the FOR field. Thisfield is optional.

If thistransaction isarefund (or return) check the REFUND checkbox. A refund is actualy a
deposit to the credit card account.

Page 79 of 136



To set up afuture Charge from the same envel ope and bank account, turn on the REMIND
checkbox. See the Reminders topic for more details.

When you have al the information entered, click the RECORD button to complete the
transaction and return to the main window.

Y ou can click on RECORD AND REPEAT to enter more charges in the same envelope (or a
different envelope by using the popup menu from the envel ope graphic).

Split Charge

To record a charge to multiple envelopes, select the credit card account. If you want to work
with specific envel opes select multiple envel opes then use the Transactions > Split Charge...
menu command. If you wish to work with all envelopes, make sure none of the envelopes are
selected and then use the Transactions > Split Charge....

The Split Charge window displays the credit card balance in the account box in the upper left.
A list of envelopesisdisplayed in atable at the bottom of the window. To show all envelopes
check the box

= Cheepe foe Copry of [anef_ e

Ir Winm 'II Availabin o
1 ---."
[Fi25.00) v &0,
Charge T ™ Rebued | 4 e =)
ars =] R
For || ™ Tax lim ™ Remeng
cucs

Ereeige | o | Foe
a7 b o B =] i
Lot Dok S
Loypulabls o
Thghes §75 00 S
Eveenmrmen 5200
faby B30 00 Gy it
] =]
I“::-T\-e- S
Moaier o
Vianecs s
Trarded S
B sy ~

Soraa st Py aarang b bet Seirbededt 5200 [ M bey sees)

Enter where the charge was made in the CHARGE TO field.

Enter any additional information desired in the main FOR field. Thisfield is optional and will
be displayed with the transaction placed in the credit card's account history window.
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Double click an amount in the table next to each envelope to enter amounts. As you enter
amounts in the table the total amount will be displayed in the main AMOUNT field. See the
entering information in split transactions topic for more information.

Double click the FOR field next to each envelope in the table to show what this portion of the
charge wasfor.

To set up afuture Split Charge from the same envel opes and bank account, turn on the
REMIND checkbox. See the Reminders topic for more details.

When you have all the information entered click the RECORD button to complete the
transaction and return to the main window.
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Paying off a Credit Card

If you have set up your credit card as an account in Budget, after balancing your credit card

account you can write a check or debit to pay the credit card bill. To do so, on the main
window drag from the bank account you want to write the check (or debit) from to the credit
card account.

The Account Check transaction window displays the bank account the money is coming from
in the upper left, and displays the credit card account to pay in the upper right.

& Acconed check lor dissetest® 11

0 S

\ $3200.00 5 ) ! [($580,23] +

— e
P Te 1ders: fipas | anane =]
o =l [mana
ol © O Taklwm I Remirg
Mama: 0o 21234 567 A5 ] F\.-::l:vr:l&Pnn‘:] Lanoel “ Recot I

B
=
wl

—

Erreboce | CrecitockBsl | CrediCmdBal | Paplwsd | |
Lot bt i Lot L [F it BT =
Lapprnidals Dot B A i Tis] s
Leppulahde i BE =i Tis] s
Chohes £E3 51 (000 8200
Erecuet 1000 =0 el
Ersarpinmmd, 2000 (2050 B2
T L1000 i) -
Tats 15050 [Eilis] 51000
ooy S0 00 (55000 s
Heorray Mmoo EETES a0 B
Bohr sl L L) [z fia] 81
[T Pe—— [ [ o ]

Emuiaurt remaing b= b dntrbated: 5000 [Mt b 2]

Note: The only difference between a check and debit is that a debit does not have an ident
field.

To set up afuture check to the same place, turn on the REMIND checkbox. Y ou can learn more
about Reminders.

The account check window displays alist of your envelopes. If you have made a previous
account check that checks information and the envelopes used are displayed. To work with all
the envel opes check the box for SHOW ALL ENVELOPES Fill out the top of the section of the
window like you would for a standard check, leave the AMOUNT field blank.

1) Enter the check payeein the PAY TO field.
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2) Enter any additional information desired in the FOR field. Thisfield is optional.
3) For any information you want printed on the check in the MEMO field. Thisfield is optional.

4) The program places the next check number in the IDENT field (Checks only) and the datein
the DATE field. Y ou may change these. Also check the appropriate box if the check is tax
deductible.

5) For checks written to a credit card account you will see a popup menu and atablein the
bottom half of the check window. Enter the amounts you want to pay from each envelopein
the last column.

The table lists the envel opes that have charges due, the amount in that envelope for the account
from which you are writing the check, and the amount in that envelope that is due. The next to
last column is the amount you want to pay from that envelope for the credit card account. The
total of all valuesin the PAY AMOUNT column is placed in the check amount field at the
top. The last column has a checkbox which is only displayed if the amount of the payment is
greater than the amount in the envelope. Check the checkbox if you want an available transfer
to be done. Y ou can click the column header to check or uncheck all the boxes. See the
Automatic Transfer from Available topic for more details.

The pop up menu is used to initialize the PAY AMOUNT column in the table. Currently there
are 5 selections. These selections may be used to setup the amounts you want to pay for each
envel ope based on whether you want to pay off the total debt, pay off the charges for that
months bill, pay off a specific amount you have allocated to each envelope etc. Y ou may have
to edit specific amounts by double clicking the amount in the PAY AMOUNT column to set it
to whatever amount you want to pay from that envelope.

. Initialize - Places $0.00 in the PAY AMOUNT column. Usage: Clears al the amounts
and allows you to enter any amount you choose next to each envelope.

. Pay Total Amount Owed - Places the total amount charged to each envelope in the
PAY AMOUNT column. Usage: Choosing this option will effectively pay off your
entire credit card debit regardless of what was on your statement.

. Pay Balanced Chargesor Total Credit Amount Owed - For envelopes that have
unbalanced transactions, only the total amount of balanced transactions are placed in
the PAY AMOUNT column. If al transactions are balanced (i.e no activity in the
envelope) then the total amount owed is placed in the PAY AMOUNT column. Usage:
Best for paying charges made since the last statement or the total old debit.

. Pay Balanced Chargesor Total Amount In Envelope - For envelopes that have
unbalanced transactions, only the total amount of balanced transactions are placed in
the PAY AMOUNT column. If al transactions are balanced (i.e no activity in the
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envelope) then the total amount in the envelope for the account being used to pay the
bill is placed in the PAY AMOUNT column. Usage: Best for paying charges made since
the last statement and paying down old debit.

. Pay Balanced Chargesor Total Amount Allocated to Envelope - For envelopes that
have unbal anced transactions, only the total amount of balanced transactions are placed
in the PAY AMOUNT column. If al transactions are balanced (i.e no activity in the
envelope) then the total amount allocated to the envel ope for the account being used to
pay the bill is placed in the PAY AMOUNT column. Usage: Used for paying charges
made since the last statement and a constant amount for paying down old debit

6) When you have all the information entered click the RECORD button to complete the
transaction and return to the main menu.

The RECORD & PRINT button works the same as the RECORD button but also sends the
check to the printer to be printed. See the Printing a check topic for more details.

Example 1: Y ou want to write a check to your First Card for $250.00. Y ou would enter
"First Card" in the PAY TO field, and "Payment"” in the FOR field. Y ou can also put your
account number (if desired) in the MEMO field. Y ou would then select option one in the
popup menu to place $0.00 in the PAY AMOUNT column then enter amountstill you have
the total of $250.00 showing in the AMOUNT field. Since you want a check printed you
would click on RECORD & PRINT button to complete the transaction and return to the
main window.

Example 2: Y ou want to write a check to your First Card that pays off the charges you just
made since your last statement. First, balance your credit card account if you have not
already done so. See the Balance your account topic for more details. Enter the standard
fields for the check and then select option 3 PAY BALANCED CHARGES OR TOTAL
CREDIT AMOUNT OWED from the popup menu. This option will place the amount of the
transactions you just checked off in the balance process next to each envelope, effectively
paying the total charges for the month.
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Example 3: Y ou want to write a check to your First Card that pays off the charges you just
made since your last statement and pays down your existing debt. First balance your
credit card account if you have not already done so. See the Balance your account topic

for more details. Enter the standard fields for the check and then select option 4 PAY
BALANCED CHARGES OR TOTAL AMOUNT IN ENVELOPE from the popup menu. This
option will place the amount of the transactions you just checked off in the balance process
next to each envelope, effectively paying the total charges for the month just like in Option
3 above. However, it will also look at any envelopes that has an amount owed in the credit
card account, and has had no activity (no new charges) and finding one will place the
current balance in that envelope for the account used to pay the bill as the amount to pay.

Further description for paying down existing debt options 4 and 5

Y ou have created an envelope to hold your existing debt. See the Getting started with credit
card accounts topic for more details. The payment options assume that in some manner you

have placed money into the envelope to pay down the debt. In option 4 you have done that by
some combination of pay allocations, deposits, etc. In option 5 the total amount of the pay
allocations to that envelope in the checkbook is used.

Let's say that you have the "Existing Debt" envelope and it has a $3000.00 debt in the credit
card account. Y ou have an "Entertainment” envelope where you charged $100 for dinner this
month. Showing the credit card account on the main window these two envel opes would show
their balances as negative numbers. In the checkbook you also have money in these envel opes.
Let's say you have $200 in the "Entertainment” envelope and $50 in the "Existing Debt"
envelope. Showing the checkbook account on the main window these two envel opes would
show $200 and $50 respectively. You get your credit card hill, it shows one charge for $100,
you select the credit card account and click the BALANCE toolbar icon. Y ou enter the
statement balance in the top right, check off the $100 charge in the table and balance the
account. Note, the existing debt does not show as atransaction in the credit card statement; it
did that long ago when you made the charge. Now it is only reflected in the total amount you
owe.

With the credit card account balanced you go to pay the credit card bill by dragging from the
checkbook account to the credit card account on the main window. Y ou select Option 4 and
Budget places the $100 next to the "Entertainment” envelope and $50 next to the "Existing
Debt" envelope.
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Split Deposits
A split deposit is used for two purposes in Budget.

1. To make asingle deposit that is distributed to more than one envelope. The split depositis
also used when you record a starting balance in your Account, when you deposit your pay and
distribute it manually to your envelopes, or when you make pay allocation adjustmentsto a
fixed or variable pay when using the Record Pay command.

2. When recording a number of checks that were deposited in the bank with one deposit dlip.

Y our bank statement will reflect one deposit for the total amount, and in Budget it will also
show up as a single deposit in the balance window, which allows you to easily find it when
balancing the bank account. Y ou will also be able to distribute the total deposit amount to your
envelopes.

To enter asplit deposit to a small number of envelopes, first select the envelopes. If the deposit
Isto be distributed to most or all envelopes, select the bank account, then use the Transaction
> Deposit... menu command or click the DEPOST toolbar button. The envelopes will be
displayed in the split deposit window. Y ou can toggle between the selected envelopes and all
envelopes by clicking the " Show all envelopes' box.
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The split deposit transaction window displays alist of your envelopes and alist of your pay
sources. If you have made a previous deposit that deposit's information and the envel opes used
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are displayed.

Budget places the amount of the last transaction in the AMOUNT field or $0.00 if no
transaction was found. Double click an amount in the table next to each envelope to enter
amounts. As you distribute amounts to your envelopes the amount field will show the total
distributed. See the entering information in split transactions topic for more information.

Enter where the funds came from on the RECEIVED FROM field and what they werefor in
the FOR field. Thisinformation will be shown in the account's history window.

Change the date if desired. Which pay of the month is used is based on the date; see the
Recording Y our Pay topic for more information.

Checking a pay will place the correct allocation for this pay next to each of the envelopes. Y ou
may then change any amount as needed.

Example 1. Y ou received a check as a gift and have arefund from your medical insurance
that you want to make as a single deposit. Select the two envelopes and click the DEPOST
toolbar button. The two envelopes will be shown in the table. Double click the amount field
next to the "Medical" envelope and enter the amount of the refund. Enter "Insurance Co.
Name" in the FROM field and enter "Refund” in the FOR field. Do the same for the other
check. Once you have everything the way you want click the RECORD button.

Example 2: For variable pays.

Y ou have your current pay check and it is less than the amount you have allocated to all
your envelopes. In the bottom list check the pay you have just received. Notice the amount
you have allocated to each of your envelopesis placed in the table above next to each
envelope. Now you must decide which envelope must receive less (your pay check was
less). Suppose that you decide that your "Entertainment™ envelope which currently has an
allocation of $50 will have to be $20 for this pay. Next to "Entertainment” in the top table
change the $50 to $20. Repeat this process until the amount shown at the top matches the
amount of your check. Once you have everything as you want, click the RECORD button.
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Split Checks (and Debits)

Y ou can split the amount of acheck or debit among multiple envelopes. Thisis useful when
you purchase a number of items with a single check. For example, you may have purchased
both groceries and drugs at the local supermarket and want to split the amount of each
purchase in your "Grocery" and "Prescriptions” envelopes.

To split a check among multiple envel opes select the bank account and use the Transactions >
Check... or Transactions > Debit... menu command. If you have more than one bank account
defined see the Multiple Bank Accounts topic for more information.
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The split check transaction window displays alist of your envelopes. If you have made a
previous split check that checks information and the envelopes used are displayed. To work
with all the envelopes check the box for SHOW ALL ENVELOPES

1. Enter the check payee in the PAY TO field

2. Enter any information you placed on the check in the MEMO field (optional).

3. The program places the next check number in the IDENT field and the date in the
DATE field. You may change these. Also check the checkbox if the item is tax
deductible.

4. Double click an amount in the table next to each envelope to enter amounts. Also enter
datain the the FOR field (optional) for each envelope. As you enter amounts the total
will be shown in the check area amount field.
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Budget places the amount of the last transaction in the AMOUNT field or $0.00 if no
transaction was found. As you distribute amounts to your envel opes the AMOUNT field
will show the total distributed. See the working with table amounts topic for more

information.

5. Oncedll theinformation is correct, click the RECORD button, or the RECORD AND
PRINT button if you would also like to print the check on your printer.

Note: Available Transfer

A checkbox is displayed in the last column. If the amount of the check is greater than the
amount in the envelope, check the checkbox if you want funds to be transferred from the
"Available" envelope to cover the check. See the Automatic Transfer from Available topic

for more information.
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Record a Transfer
There are several types of transfers that can be recorded.

Transfer between envelopes

Y ou can easily move funds from one envelope to another or from one account to another. To
transfer funds use drag-and-drop. Click and hold the mouse button on the source envelope.
Drag the mouse to the destination envelope and release. If you drag the mouse over an
envelope group and wait a second, the envelope will spring open and you can drop the transfer
on one of the sub-envelopes of the envelope group.
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Enter the amount to transfer in the AMOUNT field.

Enter any additional information desired in the FOR field. Thisfield is optional.

The program places the current date in the DATE field. Y ou may change thisif desired.
When you have all the information entered click the RECORD button to complete the
transaction and return to the main window.

PwWDNPE

Example: You want to transfer $47.25 from your "Entertainment” envelope to your "Visa'
envelope. In the transaction window enter "$47.25" in the AMOUNTT field. In the FOR field
enter the reason for the transfer such as "Dinner at TGI Friday's".

Automatic Transfer from Available envelope

Page 90 of 136



Budget automatically brings up the Available envelope transfer window whenever you attempt
to take more funds out of an envelope than currently exist. Thiswill happen either when
writing a check or when doing a normal transfer of funds.
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1. The program automatically fillsin the AMOUNT field with the shortage from theinitial
transaction (check or transfer). Y ou may change this amount if you want to transfer any
additional funds at thistime.

2. The program places the current date in the DATE field. Y ou may change thisif desired.

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

This transaction window differs from most othersin that there are two different methods for
cancelling the transaction. Thefirst is CANCEL. If you click on this button the preceding
check or transfer (the action that got you here in the first place) will be cancelled along with
this transfer.

If you click on the CANCEL AVAILABLE TRANSFER ONLY button then only this transaction

will be cancelled and the original transaction will be completed which will cause the envelope
to go negative.
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Example: You tried to write a check for $310.00 from your "Medical" envelope but the
current balance in the "Medical" envelope was only $240.00. When you clicked on the
RECORD button for the check the Available Transfer transaction window was displayed
with $70.00 in the AMOUNT field and today's date. If you now click on RECORD $70.00
will be moved from the "Available" envelope to the "Medical" envelope. Then the check
action that you originally started with will be completed. This would then leave you with a
balance of $0.00 in the "Medica" envelope.

If you clicked on the CANCEL AVAILABLE TRANSFER ONLY in the above example, then
the original check transaction would be completed, the transfer from the Available envelope

would be cancelled, and the account in the "Medical" envelope would show a balance of $-
70.00.

Transfer between bank accounts

Drag between accounts to transfer money between accounts.
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1. Enter the amount to transfer from each envelope in the tables AMOUNT column. The
total will be shown in the main AMOUNT field.

Enter any additional information desired in the FOR field. Thisfield is optional.

The program places the current date in the DATE field. Y ou may change thisif desired.
When you have all the information entered click the RECORD button to complete the
transaction and return to the main window.
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Example: Y ou want to transfer $400.00 from your "Savings' account to your checkbook
and you want $200 to be move within the "Grocery" envelope and $200 to be moved within
the "Medica" envelope. In the table double click the amount next to the "Grocery" envelope
and enter the $200 in the AMOUNT column. Do the same for the "Medical" envelope. In the
FOR field enter the reason for the transfer such as"Money need to meet bills".

Note: Available Transfer

A checkbox is displayed in the last column. If the amount of the transfer is greater than the
amount in the envelope, check the checkbox if you want funds to be transferred from the
"Available" envelope to cover the initial transfer. See the Automatic Transfer from

Available envel ope section above for more details.

Page 93 of 136



History Window

To show an envelope history select the envelope and use the Envelopes > Envelope History
menu command or click the ENV HISTORY toolbar button.

For envelope histories, you can use the popup menu in the top left of the window to show all
history records or select a particular bank account to show only it's history records.
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To show abank accounts history, select the account and use the Accounts > Account History
menu command or click the ACCT HISTORY toolbar button.

Note: To display all transactions in a bank account (similar to a check register), display the
account history. Turn on the checkbox for SHOW ALL TRANSACTIONS,

Right clicking atransaction will bring up a small popup menu with options for EDIT, VOID,
and DELETE. Selecting "Edit" will allow you to edit the selected transaction. Selecting
"Cancel" will allow you to cancel the selected transaction. Selecting "Info" will show the
Transaction Information window.

Note: A transaction must be cancelled before it can be
deleted.

Reminders
Y ou can set areminder on atransaction. Select the transaction in the history window and click
the Alarm Clock icon. Thiswill set the reminder status for the transaction. Y ou can then view

the reminder in the Calendar. To remove the reminder show the calendar, select the
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transaction, and then click "Delete".
Sorting

Click the column header to sort the transactions by that column. The envelope transaction
history can be sorted by any column except the BALANCE column. Y ou can change the
triangle indicator to sort columnsin either ascending or descending order by clicking it. In
addition the date column can also be sorted in original entry order (no triangle indicator).

The account history window can also be sorted by any column except the BALANCE column.
However, if you show all transactions in the account history they will also be sorted by date.

Y ou can also use the Find Transaction command to find transactions anywhere in the entire
document.
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Finding transactions

All transactions are kept in the history file. Y ou can find information based on who the
transaction was "Paid to" or "Received from", what it was "For", the "Memo" on the check or
the "Amount” of the transaction. Y ou can aso find information by many other criteria.

To search for transactions use the Edit > Find Transaction... menu command.

If you have not registered Budget, you will not be able to add more than one criteriato the
search. For more information about registering Budget, click here.
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Select the type of information by using the two pull down menus in the CRITERIA section,
then enter the specific information you want to search for in the search fields. Y ou can add or
remove criteriafor more complex searches.

Use the ANY/ALL popup selector to set whether the criteriaisto be"Or" or "And" type.

Once you have set your criteria click the SEARCH button. The results will be displayed in the
bottom half of the window. Only accounts/envel opes with hits are shown in the list.

Y ou can double-click atransaction in the results table to open the relevant envel ope history
window with that transaction selected.
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Click the EXPORT button to export the found transactions. See the Exporting Transactions
topic for more information.

Note: When searching for strings of information the ISEQUAL TO option is case sensitive,
while the CONTAINS option is not.
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Editing a Transaction

Y ou can edit transactions to change information in any field. To edit atransaction selectitina
HISTORY window by clicking it once. Then use the Transactions > Edit... menu command.

Y ou can aso double click the transaction to show the transaction's details and then click the
EDIT button. Thiswill bring up the transaction window for the transaction being edited. That
Is, if you are editing a deposit you will see the transaction information displayed in the deposit
window. However, the RECORD button has been changed to a SAVE button.

Notes:

« You can not change the total amount of a balanced transaction.
.« You can not edit the checkbook history log records.
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Void a Transaction

To void atransaction, right click it in the history window to get a small popu menu and select
CANCEL.

Do not confuse the "Void" process with "Undo". The "Undo" processis used to forget the last
completed action. An example of Undo isyou enter aTo Do item in the calendar. Then you
realize that the item has already been completed. Y ou could either delete the To Do, or simply
undo it using the Edit > Undo menu command.

The void processis used in the event atransaction has not cleared your bank. The best example
IS, you receive a check from afriend which you deposit to your bank and record in the Budget
program. A few days later, the bank informs you that the check was returned for insufficient
funds. In this case you would find the transaction in the correct envel opes history window and
void it.

Note: The history window transaction record is updated with the "Void" icon to reflect that
the transaction is void, but not removed from the history window. See the Delete a

Transaction topic for more info on how to remove it from the history window.
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Delete a Transaction

To delete atransaction, right click it in the history window to get a small popu menu and select
DELETE. Thiswill completely remove the transaction from Budget.

Note: You can only delete transactions that have first been made
void.
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Calendar

The calendar can be displayed by using the Tools > Calendar ... menu command.

The calendar window is used to show Budget reminders and To Do items. On the right side of
the calendar are two lists. The top list shows the selected day's due reminders if any, and the
bottom list shows that day's To Do itemsiif any.

Click on a specific date to show To Do items and Reminders (repeating transactions) for that

day. A date with a scheduled To Do item or a scheduled reminder is displayed in bold in the
calendar.

Click on the arrows to the top left and top right of the calendar to change the month. Y ou can
also choose the month from the popup menu by clicking the month name at the top of the
window. Y ou can select adifferent year by clicking the year and typing the complete year
(with century) into the text field.

Check the box at the top of the reminder list to work with all your reminders

If there are any due (or overdue) reminders or To Do items, the calendar window will be
displayed when you open a document.
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Reminders: Repeating Transactions

Reminders provide a method for the Budget program to tell you when repeating/recurring
transactions are due. Almost any Budget transaction can have areminder set. Reminders are
transaction based, not envel ope based. That means that an envel ope can contain more than one
transaction with areminder. However, similar transaction types must have different FROM/TO
fields to be considered different reminders (see the note below).

Reminders that are due are displayed in the reminder table on the calendar window each time
you start the Budget program. A date with a scheduled reminder transaction is displayed in
bold. See the Calendar section for more information.

Setting a Reminder

Y ou can set reminders on almost any type of transaction. When you are recording a
transaction, simply check the REMIND checkbox. Y ou can aso set reminders for already
recorded transactions. In any history window, select the transaction you want to be reminded
about, and then click the REMINDER toolbar button to set the reminder.

The calendar window will open with the date of the reminder set on the calendar and the
transaction in the reminder table. The details of the reminder are displayed on the info panel at
the right side of the calendar window.

A reminder icon will be displayed in the history window next to any transaction with a
reminder. Each time you record a reminder transaction, the icon will move to the new
transaction and the timers will be reset. When the reminder is due, it will displayed in the
calendar window.

When setting reminders from a history window, you should set them on the most current
matching transaction. If you attempt to set areminder on atransaction that istoo old instead of
the most current one, Budget will actually set it on the most current one (the reminder icon will
show up on the most recent matching transaction in the history list).

Note: Budget uses the transaction type and the FROM/TO field to determine if areminder
transaction is satisfied. That is, if you have set areminder for a check to "GE Capital
Mortgage Service' whenever you write a check from the same envelope with "GE Capital
Mortgage Service" in the TO field, Budget will consider the reminder satisfied. You can
have a separate reminder for a deposit transaction to "GE Capital Mortgage Service"
because the transaction type is different.
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Example: Assume you have been writing checks to the "GE Capital Mortgage Service"
each month. If you set this up as areminder, each time you record a reminder check for "GE
Capital Mortgage Service' the reminder icon in the history window will move to the most
current transaction.
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Y ou can change the following attributes of any reminder.

. Thedue date for this transaction.

« Thenumber of days prior to the due date that you want to be reminded (the calendar
window will display the reminder if any date is selected during this time period).

. Thefrequency of the reminder.
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Example: Today is April 26, 2004. Y ou are writing the check to the mortgage company that
isdue on May 1, 2004. Y ou want to be reminded each month to make this payment. When
recording the transaction in Budget for this month, check the REMIND checkbox and click
on RECORD. The calendar window will be displayed with the reminder information in the
side panel.

Budget assumes a monthly reminder and sets the date one month from April 26. However,
since you wrote this check 5 days before it was due you may want to change the reminder
date to be the actual due date, so you select 05/26/04 and change the date to 06/01/04. Next
you decide that you want to be notified 7 days prior to the first of each month, so you enter
a"7" inthe REMIND DAYSBEFORE field. Since thisisamonthly bill, you leave
MONTHLY selected.

Recording a Reminder Transaction

Y ou can double-click on an item in the reminder table to bring up its transaction window to
record the transaction. Y ou can also select the reminder, then click the RECORD button. When
you have entered the transaction, it will no longer be displayed in the reminder window unless
you |leave the REMIND checkbox checked.
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Setting To Do Items

The Budget program supports a different To Do list for every day. To Do items can be created
at any time by using the Calendar window. Use the Tools > Calendar ... menu command. See
the Calendar topic for more information.
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To display To Do items, click on the scheduled date in the CALENDAR window. A date with a
scheduled To Do item is displayed in bold.

TocreateaTo Do ligt, first click on adatein the calendar. Y ou can click the ADD TO DO
button to add as many To Do items as you wish. To deleteaTo Do item, select it and then
click the DELETE TO DO button.

Notes:

1. You can not create a To Do before today.

2. The calendar window displaysthe To Do list for the date selected in the calendar or
the current date if nothing is selected.
3. The calendar window will be shown when the document is opened if aTo Do isdue.
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Savings Calculator

The Budget program provides a savings calculator to help you determine how much money
you can save. To show the calculator, use Tools > Savings Calculator.

a _
& Savings Calculator [x]

Starting Amount: |5175.00
Added Monthly: S200. 0D
Interest Rate:

Inflation Rate:

T

Number of Months: b

Total: 52,642.35

Help Cloze |

Enter or change any of the fields to determine the final amount. The STARTING AMOUNT is
your current balance. The ADDED MONTHLY is the amount you are putting in each month.
The INTEREST RATE is amount of interest from the bank you are getting on the amount and is
entered asapercent (i.e5.25is5 and 1/4 percent). The INFLATION RATE is your estimate of
how well the economy is doing and is also entered as a percent. The NUMBER OF MONTHS
Is how long you want to be saving.

Any number except the NUMBER OF MONTHS can be zero. The NUMBER OF MONTHS
must be at least one.

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

Note: You can select an envelope or envel ope group before starting the calculator to use the
amounts defined in that envelope. The balance of the envelope will be placed in the
STARTING AMOUNT field and the amount allocated monthly to the envelope will be
placed in the ADDED MONTHLY field.

Page 106 of 136



Sync with Budget Touch

Sync the current Budget data file with Budget Touch running on an iOS device. Requiresa
wir eless networ k connection to your desktop machine.

In Budget Touch

Start Budget Touch on the iOS device. Touch the Actions button (iPhone/iPod Touch) or the
Control Panel button (iPad). In the Actions screen (or control panel) touch the "Sync Data"
button. The name of your device will be displayed and the status line will show "Waiting for
connection”.

In Budget

Use the File > Sync with Budget Touch menu command. The name of your iOS device
should appear in the Devices table. Select it and the "Sync With Device" and "Push To
Device" buttons will be enabled.
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Sync

Enter your password if you set one for Budget Touch. Click the "Sync with Device" button to
start the sync process. The Budget Touch date file will be brought into Budget on the desktop.
Budget reads the devices datafile, syncs the file with the desktop file, sends the entire desktop
file to Budget Touch, and reports the results. If there are any errors you can click the "Errors"
tab to display them.
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Push

Click on the "Push To Device" button to push the current desktop file to Budget Touch without
syncing. The Budget Touch datafile will be replaced with the current desktop file. Budget will
ask you to confirm the push so you don't accidentally replace your Budget Touch data.

The Sync Process

Once communications are established between Budget and Budget Touch the following
process is followed.

1. Initial check for errors.

2. Any new accounts created in Budget Touch since the last Sync or Push are added to the
desktop datafile. The Account settings are checked in both Budget and Budget Touch
and the latest change is preserved.

3. Any new envelopes created in Budget Touch since the last Sync or Push are added to
the desktop datafile. The Account settings and expense information are checked in both
Budget and Budget Touch and the latest change is preserved.

4. Any new transactions created in Budget Touch since the last Sync or Push are added to
the desktop data file with the following restrictions. If either condition is not met, the
transaction will not be added to the Budget desktop file.

o Both the account and the envelope for every transaction must be present in the
Budget datafile.

o For split transactions every envelope referenced in the split transaction must be
present in the desktop Budget data file.

5. Any new Pay's created in Budget Touch since the last Sync or Push are added to the
desktop data file with the following restrictions. If either condition is not met, the pay
will not be added to the Budget desktop file.

o Theaccount for the pay must exist in the desktop datafile.
o Every envelope referenced in the pay must be present in the desktop Budget data
file.

6. Once all accounts, envelopes, and transactions have been added the entire Budget
Touch fileis replaced with the desktop Budget datafile. A sync report will show the
number of accounts, envelopes, and transactions added. Any transactions not added will
be listed in the Errors tab.

Accounts, envelopes, and transactions, created in Budget Touch can be edited or deleted.
However, once transactions are synced with the desktop they can no longer be edited or
deleted in Budget Touch. Envelopes or Accounts synced with the desktop can not be deleted in
Budget Touch nor can the group sub-envel ope relationship be changed. However, envelopes
settings may be modified.
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Note: If you have an account or envelope in the desktop and create another account or
envelope in Budget Touch with the same name, they are considered different accounts or
envelopes. If you want the same account or envelope on Budget Touch that exists on the
desktop "Push” the desktop file to Budget Touch.

Errors Tab
If any errors are detected the sync is halted and the Errors tab is displayed.

. Error 1 - The Budget Touch transaction (standard or split) isin abank account which is
not present in the desktop.

. Error 2 - The Budget Touch standard transaction isin an envelope which is not present
in the desktop.

. Error 3- The Budget Touch split transaction has at least one part of the splitin an
envelope which is not present in the desktop.

. Error 4 - The Budget Touch pay has at least one part of it's distribution to an envelope
which is not present in the desktop.

Clicked the "Terminate Sync" button to stop the sync with no changes made to the Destop file.

Click the "Continue Sync" button to continue the sync with the valid data. The transactions
listed in the error report will not be synced.

War ning: Transactions or pays that did not contain errors are added to the desktop file.
Transactions or pays that are reported as errors are not added to the desktop file.
Consequently, if the desktop file is sent to Budget Touch the transaction or pay that had
errorswill be gone, transactions or pays that were synced without error will be present. If
you want the transaction or pay that had errors you must enter it correctly in Budget Touch,
or Budget and re-sync.

Log Tab

The log tab shows arunning log of all additions or changes made during the sync process.

General Usage

Budget Touch can be used stand alone with no issues. To use it with the desktop there are three
possible situations:

1. Existing Budget user - Not using Budget Touch previously. Has existing Budget data
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file with accounts, envelopes, and transactions. Open the desktop file and "Push To
Device" to start using it in Budget Touch also.

2. Existing Budget Touch user - Not using Budget previously. Has existing Budget
Touch data with accounts, envel opes and transactions. In Budget, create a new empty
file by using the File > New menu command and cancelling the Setup Assistant. On

first sync al itemsin Budget Touch are considered new when compared to the empty
desktop file. All are added to the desktop file, and then the entire desktop file is sent to
Budget Touch.

3. Ongoing use of both Budget Touch and Budget. New itemsin Budget Touch are
added. Any new items added to the desktop are already in the file when it is then sent to
the Budget Touch.

Issues

« Accounts - Once synced can not be deleted in Budget Touch.

. Envelopes - Once synced can not be deleted in Budget Touch.

. Pays- Once synced can not be deleted in Budget Touch.

« Transactions- Once synced can not be modified or deleted within Budget Touch.
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Importing QIF files

Note: QIF files are text files that provide a common basis to transfer financial information.
However, not all data contained in them is compatible with Budget. Investment transactions
are not currently supported.

To import a QIF file,use the File > Import QIF... menu command. Y ou will then see the
standard file open window. Navigate to your QIF file and select it. Then click the OPEN
button and the QIF IMPORT window will be displayed.
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The QIF IMPORT window has a maximum of three tabs: one for working with bank accounts,
one for working with bank transactions, and one for working with investment transactions. The
bank and investment transaction sections contain the corresponding list of the imported QIF
data and their matching Budget entries (if any). If there are no investment transactionsin the
QIF file, the investment tab is hidden.

On the Bank Transactions tab, the bottom section contains two tabs, one for matching the
imported transactions with your previously recorded Budget transactions and one for assigning
Budget envelopes to new imported transactions.
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Usage

QIF files can be used in two ways in Budget, the first isto convert your data from some other
financial program, the second isto enter your bank transactions and/or reconcile your bank
account. You can find more detailed information on each process on the pages for converting

your data or recording your bank transactions.

General info about Bank Transactions tab

The processis actually quite simple. The imported transactions are compared against your
previously recorded Budget transactions. For checks, the check number and amount are used to
determine a match. For deposits and debits, the amount and date are used. The date of the
imported transaction is used to determine a window of time to help reduce the number of
possible matches. Budget currently uses 3 days before or after the date of the imported
transaction to find a match.

The transactions shown in the lower table are from the start date to today. Y ou can set how far
back in time Budget will show recorded transactions by entering adate in the START DATE
field. Note that only recorded transactions that have not been matched to imported transactions
are shown in the table.

The top list shows the imported transactions. If there is a disclosure triangle in the left most
column then a match has been found or an envelope assigned. Y ou can display the matching
budget transaction or assigned envelope by clicking on the triangle. If thereis no disclosure
triangle then a match has not been found automatically and you must manually match it with
one of the transactionsin the lower list, OR, assign the unmatched transaction to one of your
envelopes.

Matching an imported transaction is as ssmple as drag and drop. Select the MATCH
TRANSACTIONS tab in the bottom section if it's not already selected. Then select the
unmatched transaction in the top list and drag the date field to the bottom list dropping it on the
previously recorded transaction that matches. To match an imported transaction with multiple
recorded transactions, hold down the Option key while dropping the imported transaction on
the second match, etc. Thisisuseful if, for example, you deposited several amounts to the bank
at one time but recorded each individually in Budget.

Entering an unmatched transaction into your budget envelopesisjust as easy. Select the
ASSIGN ENVELOPES tab in the bottom section. Y ou will see two tables, the one on the | eft
contains any categories that were contained in the QIF file. The table on the right contains your
defined Budget envelopes. Select the unmatched transaction in the top list and drag the date
field to the correct Budget envelope in the bottom list on the right. This assigns the imported
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transaction to that Budget envelope, but does not record the transaction yet.

For more information see the convert your data and record bank transactions sections.

et bt 200 L00g)

BCeal Mas WL LT Ryl o
Brodet Baw Attt
D rgadied seasorth dows dpls & baddurt bolem 1 : .
ik Yepw Bark Soooont |

Piwra Siwirany sl | ] | Trpe |

I Pt i, 500500 TVESENS Bark

Jred chockboch D00 L Bark

Srarrs ST g Bark

‘a S1EE0E) L0 Crindi?

_ o |

General info about Bank Accounts tab

The imported bank accounts are compared against the existing Budget bank accounts. The
name is the only thing that the QIF file supplies that can be matched against a Budget bank
account. If no matching name is found, the first Budget bank account is used as the default
matching bank account.

Y ou can easily change the matching bank account by dragging the imported bank account
down onto one of Budget bank accountsin the lower list.

Note: Not al QIF files contain bank account information. If no bank account information is
found but there are bank transactions, Budget creates a dummy imported bank account with
aname of "Bank Account" that you can match to one of the existing bank accounts.

Page 113 of 136



Recording & Matching Transactions From a QIF File

Using the QIF importer to enter and match transactions from your bank into Budget. L ets make
the following assumptions:

1. You have been using Budget for some time.

2. You have downloaded your most recent transactions from your bank asa QIF file.

3. You have used the Budget QIF Import command to get the downloaded bank
transactions into Budget.

4. You are staring at the QIF Import window.

5. You don't have any investment transactions.

The basic ideaisto get all the imported transactions matched up to previously recorded
transactions, or if not matched then placed into one of your Budget envelopes. OK, let's get
started.

Notice the top section of the window, it may have up to three tabs; select the "Bank Accounts®
tab if it's not already selected. Make sure the bank account imported from the QIF fileis
assigned to the correct Budget bank account. Y ou can change the assignment by dragging the
imported bank account down to the Budget bank account that it is supposed to match.

Select the "Bank Transactions' tab if it's not already selected. In the list you will see all of the
transactions that were in the downloaded file. Look at the column on the left, does every item
have a disclosure triangle pointing to the right? If it does then the importer found a match for
all those transactions.

Example: What does a"Matched" transaction mean? Simply stated it means that both you
and the bank agree that this transaction is valid. For instance, you wrote a check #1234 for
$23.45 to the grocery store. The grocery store took that check to their bank and cashed it.
Their bank sent it to your bank for payment and your bank paid the money from your
account to cover the $23.45. This transaction was in the QIF file you downloaded from the
bank, which you imported into Budget. Thisimported transaction was matched with the
transaction in your "Grocery" envelope that had a check #1234 and an amount of $23.45.
Both are now showing in the top list.

If some of the imported transactions have a disclosure triangle pointing down then the line
directly below that line is the matching transaction that budget found for that imported
transaction. In fact, try clicking some of the triangles to see their matching transactions. Y ou
can aso click the "Hide Matched" checkbox to reduce the amount of displayed information in
the top list.

Page 114 of 136



Most likely afew imported transactions will not have a disclosure triangle which means that
the QIF importer could not find a matching Budget transaction. What does an unmatched
transaction mean? Simply stated it means that you and your bank don't yet agree on the
unmatched transaction. From the above example let's say you forgot to enter the check #1234
for 23.45 into your Budget " Grocery" envelope. Then the importer would not have found a
match and you would see the imported transaction with no matching budget transaction.
Another reason a match may not be found is when working with deposits there is no number
associated with a deposit like there is for checks. What if there were two deposits both for the
same amount? How would the importer know which was the correct one? Answer is, it could
not. Therefore, you have to match the correct item.

Take the following case, you made two deposits to the bank both for $100 each, but you only
entered one into Budget. The QIF file from your bank contains both deposits. It matches the
first with the one you entered into budget and leaves the second as unmatched. But it could
have matched the wrong one. Y ou need to verify that the matches are correct.

L ets go back to the case of the check #1234 that you forgot to enter in Budget and now shows
up as unmatched in the top list. What to do with it? If this was a bank error, and you didn't
write this check then you need to contact the bank and straighten things out with them. But in
this case it was one you forgot to enter. Question is what envelope do you want it in? Let's
continue with you wrote this check at the grocery store and want to record it in your "Grocery"
envelope. Select the "Assign Envelope” tab in the lower section and simply drag the
unmatched transaction date field from the top list to the "Grocery" envelope in thelist in the
bottom right table and drop it there. Now the item in the top list will have atriangle and if you
click on it you will seethat it has been assigned to the "Grocery" envelope.

For information on how to record imported transactions that have been assigned to envel opes,
read the convert your data section.

We have worked though all the transactions and they have been matched and entered as
needed. What do you do next? Y ou can balance your checkbook with imported transactions by
clicking the BALANCE button. Y ou will see the following sheet displayed:
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Clicking the JUST CHECK OFF button will check each transaction that you have matched in
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the Budget Balance window.

Clicking the ADJUST BALANCE AND CLEAR button will determine your current Bank
Statement Balance allowing you to completely balance your checkbook and clear the balanced
transactions. Be advised that this assumes that everything that the bank had done is correct and
matched with your records. | recommend that you use the full balance process of getting your
actual bank statement and entering the amount they show as your current balance along with
checking off the outstanding items.
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Converting from other financial programs

Using the QIF importer to enter transactions from other financial
programs.

QIF isastandard format used by many financial programs to transfer data. However, not al
financial programs have corresponding data therefore it may be impossible to convert every
part of atransaction. Some programs save addresses, some do not, etc.

Note: Thereisno way to predict the order of checks and depositsin a QIF file, therefore,
you may need to turn of the warnings on allowing the checkbook to go negative since the
first item in the QIF file might be a check. See the Working With Bank Accounts section for
more information. Also, the first transaction placed in an envelope may be a check which
can cause Budget to try to move funds from the "Available" account. In that case just click
the button " Cancel Available Transfer". See the Automatic Transfer from Available section

for more details.

L et's assume that you want to convert from some other program and want to start using
Budget. Y ou have a QIF file that was generated by the other program that you want to get into
Budget. Use the FILE menu QIF IMPORT command to start the import process.

The bank accounts contained in the QIF file will be shown on the Bank Accounts tab. Y ou can
create new Budget bank accounts to match the imported accounts using the NEW ACCOUNT
button. Then drag an imported account down onto the Budget account to make them match.

Y ou can match multiple imported bank accounts to a single Budget bank account if you want
to consolidate the imported information into fewer accounts.

Once you have created your bank accounts, you can begin working with the transactions. All
the transactions from the other program should appear in the top section in either the "Bank
Transactions' tab or the "Investment" tab lists.

Note: Investment transactions are not currently supported. Look for support of investment
transactions in afuture version.

In the bottom section select the "Assign Envelope” tab if it's not already selected. If the QIF
data has category information it will be displayed in the column on the left. Y our defined
Budget envelopes will be in the table on the right. If there are any categories that match your
envel ope names they will be matched automatically. The categories that have been matched
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will have a disclosure triangle next to them. Just click the triangle to see the envelope that has
been matched to the category. Y ou can select the matched envel ope and hit the delete key to
remove the match. The basic ideaisto get al of your transactionsin the top table into your
Budget envelopesin the lower right table. How to do that?

Some other financial programs have concepts similar to Budgets envel opes in which you
record transactions. Some programs call that information " Categories', some call them
"Accounts', etc. If that information is present in the QIF file then all of those names appear in
the lower left table. The transactions in the top table are still associated with those namesin the
lower |eft tableif they are present.

L ets take a ssimple example. Y ou are importing your data from another program that alows
you to record your transactions in things called "Categories' and you had two categories
defined in that other program. They were "Utilities" and "Misc". Lets also assume that you
have not yet created any Budget envelopes. What would you see? The top table would list all
of the transactions in the QIF file. The bottom left table would show "Utilities" and "Misc" and
the bottom right table would show "Available".

Y ou want it to be the same in Budget so you would click the "New Envelope" button and in the
info window change the name of the envelope from "New Envelope" to "Utilities'. Now the
bottom right table shows both the "Available" envelope and the "Utilities" envelope. Since you
created the new Budget envelope with the same name as the category (in this case "utilities")

al of the transactionsin the QIF file that were associated with the "Utilities" category and now
also associated with the Budget envelope "Utilities'. Now just repeat this process for the
"Misc" category and all of your transactions would be assigned to their Budget envel opes.

If you had named the Budget envelope something other than "Utilities' in the above example,
such as "Home Expenses’ then to associate the QIF "Utilities" transactions with the new
Budget envelope "Home Expenses’ just drag the "Utilities' category in the left table on top of
the "Home Expenses’ envelope in the right table.

Clicking the triangle in the top table will show the transaction's assigned envelopes on the
second line. Once you have assigned all of your transactions to their respective envelopes click
the record button.

L ets say that you didn't want all those utility transactions that were in the "Utilities" category
to be in the same envelope in Budget. Lets assume that you want to break them into two
different Budget envelopes called "Phone" and "Electric". How would you do that? First, use
the "New Envelope" button to create both those envelopes in Budget. They would show up in
the table on the right. Now use the transaction list on the top to select and then drag the date
field of each of the "Phone" transactions to the "Phone" envelope in the lower right table.
Likewise drag each of the "Electric" transactions to the "Electric" envelope.
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Clicking the triangle in the top table will show the transaction's assigned envelopes on the
second line. Y ou can check the "Hide Matched" checkbox in order to show only the
transactions that still need to be assigned.

Y ou can also create envelopes in Budget prior to starting the QIF importer. Starting the QIF
importer will then show the QIF categoriesin the left table and all of your Budget envelopes
will show up in the right table. Now you can drag a QIF category from the |eft tableto a

Budget envelope in the right table to associate all of it's transactions to the Budget envel ope.

Once you have all transactions assigned to an envelope click the RECORD button to actually
place the transactions in their assigned envelopes. Y ou will see the following sheet:
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Clicking the JUST RECORD button will place each transaction that you have matched in the
assigned envelope with whatever information was contained in the QIF file.

Clicking the SHOW EDITORS button will display the transaction editor for each transaction
just prior to placing it in the envelope.

Note: Y ou can modify any transaction information later by using the Transaction
Editor.
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Archiving your data

Budget always keeps two years of history record data. When history records are archived they
will no longer be seen in the History window and can not be searched by the program.
Archived datais placed in a standard text file on your hard drive. It may then be viewed with
any text editor such as "TextEdit". See the section on Archive Data Format.

To archive history records, use the File > Archive menu command. If the command is disabled
there are less than 2 years of data in the history and you will not be able to access the archive
window.
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1. Check the box for the year(s) to archive. Each selection shows the total number of
history records that will be archived for that year.

2. When you have selected the years to archive, click the OK button to continue.

3. You will seethe standard save window. Use this window to select where to save the
archived data. Save the file by clicking on the SAVE button. The program will write the
datafor the years selected to individual files named for each year you selected (for
example, datafrom 1999 would be named "Archived data for 1999").

Note: You can not archive data if there are unbalanced transactions. If thisisthe case, the
checkbox for the year with unbalanced transactions will be disabled (dimmed) and you will
not be able to select that year.
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Exporting Transactions

Transaction history records can be exported for use in external programs such as spreadsheets
or other financial programs. The data may be output in any of 3 formats:. tab delimited, QIF, or
OXF. Tab delimited data may then be viewed with any text editor such as "NotePad". See the
Archive Data Format topic for more information about the tab delimited format. For

information on QIF or OXF formats consult documentation for those file types that you can
find on the web.

To export transaction history records from a single envelope, select it and then use the File >
Export menu command. To export all transaction history records, make sure that no envelopes
are selected.
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The program will place the date of the earliest transaction history record in the FROM date
field and todays date in the TO date field. Change the FROM or TO date if desired, or leave the
dates asisfor al history records.

Select the type of output format desired by clicking one of the radio buttons.

Check the INCLUDE TRANSFERS box if you want the transfer history records (transfers
between envel opes do not reflect any real world transaction) included in the output file.

Check the INCLUDE CREDIT CARD CHARGES box if you want charge history records
included in the output file.

Click the OK button to export the data, or click the CANCEL button to exit.

If you clicked the OK button, you will see the standard save window. Use this window to
select where to save the archived data. Save the file by clicking on the SAVE button.
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Archive Data Format

The Budget program exports files in text format when deleting an envelope. The data in these
filesis placed in tab delineated fields within each text record to facilitate importing the data to
other programs. The datain each record isin the following format.

All records

Field 1 - Transaction type as asingle letter (see below for abbreviations).
Field 2 - Transaction bank account name.

Field 3 - Envelope name, or blank for account history records.

Field 4 - Date.

Field 5 - Paid To, or Received From, or Envelope name (for Transfer)
Field 6 - Amount.

For Checks, Debits, Transfer, and Charges
Field 7 - For.

For Transfers
Field 8 - Direction of transfer (in or out of the envelope).

For Debits
Field 8 - Memo.

For Checks
Field 8 - Check Number.
Field 9 - Memo.

Transaction Types
- ATM withdrawal
- Check or Debit
- Deposit
Charge
- Split to multiple envelopes

_Pay

4 —w < I O O >

- Transfer
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Budget Reports

The Budget program provides a number of reportsto assist in understanding your financial
situation. Reports can be generated using the standard report form (see below) or by using the
Edit > Find... menu command. The Find Command command can be used to find any

transaction using criteria you specify.

Example: You can set acriteriafor a date range of 1/1/07 to 12/31/07 and one for
transactions that have been marked as "tax items' to find al your tax transactions for that
year and get the total amount.

To create a standard report, use the Tools > Reports... menu command.

If you have not registered Budget, reports will be overwritten with awatermark that says
"Unregistered". See the registration topic to learn more about registering Budget.
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The Reports window provides five types of reports. Select the report desired from the popup
menu in the REPORTSwindow toolbar. The report will be shown in the main area of the
REPORTSwindow. The types of reports are:

1. The BUDGET YEARLY STATISTICSreport provides alisting for all budget envelopes
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that include the total amount deposited and the total amount expended for each
envelope for last year and this year.

2. The BUDGET STATISTICSreport provides alisting for all budget envel opes that
include the total amount deposited and the total amount expended for each envelope
during any given time period.

3. The INCOME DISTRIBUTION report provides the total monthly amount allocated to
each of your envelopes. It also shows the percentage of total pay allocated for each
envelope.

4. The BALANCE SHEET report shows the total amount of money in all bank accounts
and investments. Y ou can also see how the money in each bank account is broken into
envelopes by using the SHOW DETAILS checkbox.

5. The PROFIT/LOSS report shows the total amount of income (from pay sources and

other deposits), and also shows the total amount of expenses from individual envelopes.

To print areport, first view it in the REPORTSwindow. Then click the PRINT icon in the
REPORTS window toolbar.
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Envelope Statistics

Envel ope statistics provide information on how well you are keeping within your budget
allocations. Y ou can display statistics for asingle envelope or agroup. Use the Envelopes >
Statistics... menu command or click the STATISTICStoolbar button with the envelope or a
group selected.

Note: Statistics must be shown on a monthly
basis.

Use the date range popup to set predefined date ranges or set the starting or ending dates to any
date you want. Statistics can be shown in any of 3 ways.

Statistics shown as aline graph
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Statistics shown as a bar graph

Page 125 of 136



£ Statiuics for Dind regrHight Ot s MyeD 6 Budiet

Vers Bx: o Graph [
|Las 17 Mot o I R I Y FT-T e
Deposits and Expenses
F 25t Tl
FE20 Bl
1300
10
005
R
15000
100005
i B ]
T, % T i B h, B %
T W%*% '%%a- T
= forciaga Bolaroo
Bl Eqerss 1 Cumlative Ralareo
I Copeetn [* Shew Trambr bn
=i B [ Show Tianchr Gul

Statistics shown as a table
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Deposits are any money entered from each pay or any deposits made directly to the envel ope.
Expenses are the total of all checks, debits and ATM's written during the month. The
checkboxes for showing transferred amounts are set based on the options set for this envelope.
See the "Options" section of the Working With Envelopes topic. Y ou may toggle this to see the

amounts transferred.
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For the table view, the PERCENT column is the percentage of expenses against the amount of
deposit. The bottom two lines in the table show the total for the year and the monthly averages.
Percentages above 100% show that you have not been keeping within your budget.

The graph view also shows the monthly balance. Y ou can use the radio buttonsto select either
the AVERAGE or CUMULATIVE baance. AVERAGE balance isthe average of al transaction
balances for a given month. CUMULATIVE balance is the amount in the envelope at the end of
the month that is carried over to the next month.
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Preferences

To set your preferences, use the Edit > Preferences... menu command. Choose the particular
set of preferencesyou'd like to see.

Preferences pane
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. Don't Show Splash Screen
If thisis checked, the initial Budget splash screen will not be shown when the
application launches.

. Open most recent document on launch
Each time the Budget application is launched, open the last saved document from the
previous session. Thisisvery useful if you are always working with the same document.

. Open Calendar window when opening a document
When opening any document, show the calendar for that document. The calendar will
always show automatically if there are any overdue reminders for the document.

. Display reminder iconson main and group windows
Any reminders set for transactions in envelopes will cause areminder icon to display in
that envel ope on the main window and/or a group window. Learn more about this
feature here.

. Money field data entry works similiar toan ATM
All money entry fields will work just like an ATM machine does. Y ou will only need to
enter digits and possibly the negative sign. If thisis off, money entry fields will work
like any other text entry field.
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. Reset Window L ayout
Thisremoves all saved window positions. Budget will revert to the standard positions
for all of it'swindows. This could be useful if you change monitor resolutions and some
windows can no longer be used correctly.

Automatic Update pane
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. Automatically check for updates when you have a network connection
When the Budget application is launched, it can check for updates viathe internet. If
you do not have an internet connection active, nothing will happen. Budget can check
once per day, week, or month when the application is launched.

. Check Now
Contacts the Snowmint Creative Solutions web site to check for updates immediately.
Y ou must have an internet connection for the check to succeed.

Automatic Backup pane
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Budget keeps at least one automatic backup file of your data. See the Backing Up Your Data

documentation for more information. If you have not registered Budget, only the ONE FILE
BACKUP option is available to you.

. Single File Backup or Dated Backup Files
With SNGLE FILE BACKUP the backup file is named by adding atilde (~) to thefile
name, and old backup files are overwritten.

With DATED BACKUP FILESthe backup file is named by adding the current date to
the file name. A backup fileis created only once for any given date, and you will
accumulate a set of backup files that contain your data as of the beginning of those
dates.

. Automatic save after Balance
If thisis set, Budget will automatically save your datafile after you balance any bank
account. Y ou can specify a different backup file location to place an additional copy of
the saved file during this auto-save. The normal backup file (single or dated) isalso
created.

. Backup File Location
Y ou can specify the location of the backup file using thistext field. If you leave this
text field blank, the backup file will be created in the same folder as the original data
file. The BROWSE button lets you use the standard file chooser to navigate to a
different folder to save the backup file.

We recommend keeping the automatic backup file(s) on a different hard drive from the
main datafile if possible.

Icon Packs pane
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With this pane you can view the icon packs that Budget is using. If you select aloaded icon
pack in the table, you will see more details about it above the table. Y ou can click on the web
sitelink to visit the site, or click on the email link to start an email to the author.

You can install icon packs while Budget is running, and use the SCAN FOR ICON PACKS
NOW button to have Budget look for them. Budget automatically scans for icon packs when it
Is launched.

To find out more about icon packs for Budget, including how to make your own, visit our web
site.

Registration pane

Use this pane to set or view your registration information. See the Registration help for more
information.

Colors pane
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Use this pane to set which colors the application should use to display information. Click on
the color square that you want to change to bring up the color selector. Thiswill allow you to

select adifferent color for each setting.
To change the color of one particular bank account or envelope follow these steps.

1. Select the bank account or envelope.

2. Click the INFO toolbar button.
3. Set the color on the APPEARANCE tab of the info window.

International Settings pane
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Use this pane to set what currency symbol and number format the application should use to
display information. Y our changes are reflected live in any open windows of the front-most

document.
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Print a Check or Debit

Checks may be printed by selecting the check to print in the history window and clicking on
the PRINT toolbar button. Y ou may also print the check when you write it by clicking the
RECORD & PRINT button instead of the RECORD button in the check transaction window.

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

To set up your checks for printing, first select a bank account on the main budget window, then
use the Accounts > Check Print Setup... menu command to display the CHECK PRINT
SETUP window. The window has default settings to print the payee, amount, for, memo, and
date (day month year) for standard size US personal checks.

Note: Each bank account hasit's own check printing
settings.

If you have not registered Budget, printed checks will be overwritten with awatermark that
says "Unregistered". See the registration topic to learn more about registering Budget.
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The position of the field in the window is the location that the field will be printed on the
check. Checking afield's checkbox places that field in the default position on the check.
Clicking within afield rectangle allows you to drag the rectangle. Clicking on a knob of the
rectangle allows you to adjust the size of that rectangle.

Selecting the checkbox CURRENCY SYMBOL prints the local currency symbol with the
amount.

For fine adjustments you can use the arrow keys to move the selected field.

To print, select a check in an envelope's history window and use the File > Print... menu
command. We suggest that you print afew checks on plain paper to verify that the fields will
be printed in the correct locations on your check.

Y ou can set the number of the next check in your checkbook here as well.

To have Budget print your signature on your check you must have an image of your signature.

Create a picture of your signature by using your scanner and the software provided with that to
create an image file. From the check print setup window click the BROWSE button to navigate
to your image file. Select the SGNATURE checkbox and position the field on the check.
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Register Budget

To enter your registration information, use the Edit > Prefer ences... menu command, then
switch to the REGISTRATION pane.

If you have an internet connection and a credit card, you can purchase Budget directly within
the application itself. Click on the BUY NOW! button to start the purchasing process. Y ou will
be lead through the steps necessary to purchase the software, and activate the registration code.

Y ou can also purchase Budget on-line from the Snowmint web site at http://www.snowmintcs.
com/store/. Shortly after you have completed the purchase, you will receive an email with the
registration code and user name to enter in the Budget application.
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Enter the registration NAME and CODE exactly as specified in the email you received after
purchasing Budget. The fields are case sensitive.

Price
USS$ 29.95 for download edition, or US$ 37.95 + S&H for CD

Volume pricing and academic pricing are available by contacting sales@snowmintcs.com.

What Do | Get For Registering?

. Lifetime upgrades of Budget. See the Snowmint web site for more information.

. No more nag screens when launching or quitting Budget.
. Removesthe "Unregistered" text on reports and printed checks.
« Perform an unlimited number of transactions on each budget envelope.
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. Documentation in PDF format suitable for printing.
. The satisfaction of supporting asmall company creating quality software.
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