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1. INTRODUCTION

Everyone faces the problem of budget planning, whether we call it by that
name or some othedesus asked,

Luke 14:28 For which of you, intending to build a tower, sitteth not down
first, and counteth the cost, whether he have [suffiti® finish [it]? 29
Lest haply, after he hath laid the foundation, and is not able to finish [it],
all that behold [it] begin to mock hing

Maybe wedre not building aWewmakea , l
list of things to buy, and estimate hamuch they will cost Then we check
to see if we have enough mondyf we donoét , the .gr o«

That is budget planning

The AMSCOT LLPBudget Planner is an expense planning system.

It will help you plan your budget by showing whetlyeur expenses exceed
your income over @eriod of time. It will also help you track the progress
of your budget by tracking deposits and withdraws from your bank account.

The AMSCOT LLP Budget Planning system has been in use since 11986
2009, it wasconverted from Fortran running on MS DOS to Visual Basic
2008 with .NET 3.5 It has been tested on the Windows XP, Windows
Vista, and Windows ®perating system

The system has two principle parts: the budget and the accbheatbudget

is similar tothe grocery list:it contains the list of expenses we will pay
also contains the list of our incom&he account shows us the transactions
(deposits and withdraws) we expect based on the bud@be account
balance shows whether we expect to hameugh money at the time we
plan topay an expenselike the grocery list, we can adjust our planned
expenseto ensure there will be enough money available

An account can also be used as a check register to recorce@mnttile
actual bank account maactions The AMSCOT LLP Budget Planning
systemplansthe purchasing of budgeted items from an account, and the
tracking of purchases, deposits and withdraws from the account.



2. BUDGETING

2.1 What is Budgeting?

fiAn itemized summary of estimated or intendedemditures for a given
period along with proposals for financing them

The three principle parts of budgeting are:
a. A defined period of time (start and end dates)
b. Estimated or expected income

c. Estimated or intended expenditures

2.2 Budget Period

A budget cannot be calculated without a start date and end date. The two
dates establish the budget peridde start and end dateba budget period

are partly determined by your experience in budgeting. You may want to
limit your first budges$ to a one ranth period: plan a budget for January,
then plan a budget for February, etc.

As you plan budgets for each month, you will notice that the expenses in
some months are higher than in others. This will be caused by expenses
t hat donodt r Spneaxpensesanl happemetehy .six months
or even once a year.

AMSCOT LLP Budget Planner will let you set the period of your
budget toa specific period of time between 20 years ago and 20 years in the
future. This will permit you to review past budgeand to evaluate
proposed future budgets.

As you update a budget from time to time, you will want to change the Start
Date and End Date. You may also want to change the start and end dates to
examine the performance of a budget over different peraddsme (1
month, 6 months, 3 years, etc.).

2.3 Budget Items

2.3.1 Planned Income

People usually knowwvhen, how much, and from whetbey will get
income. But it is not absolutely necessaifne purpose of hudgetmaybe
to determine how much income will be dee, and whenThe budget may

! The Free Dictionary
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show how hard you need work. Should you take that overtime offer, or can
you turn it down.

Each income source and amount becomes an individual budget item. When
an income amount changes, one income budget item will eddarother

will start (hint: use copy and paste to duplicate a budget entry, and then edit
them both).

These are a few common income sources that are predictable:
1 Annuities

Disability

Dividends

Pensions

Partnership distributions

Rent received

Socid security

=A =4 =4 4 4 -4 -4

Unemployment

1 Wages and salaries
Ot her i ncome may not be so predict
forget such items in your budget. Will you receive an inheritance when you
reach a certain age? Can you count on getting a bonusk® wor

2.3.2 Planned Expenses

Expenses are the reason for having
you donét need a budget. Budghte pur
Planner s to help yowPlan Your Expenses

Any expense you can predict can be a planned expehgeu know how
much and when, thatodos all you nee
expenses are the usual cause of a failed budget.

These are a few of the common expenses:
1 Insurance (automobile, health, home, life)
1 Licenses and registrations
1 Loans (autmobile, credit and store cards, mortgage)
1 Magazines and newspapers
1

Maintenance Medications



T Membership dues (AAA, Costco, San
1 Safe deposit box
1 Special occasions (anniversaries, birthdays, Christmas, concerts)
1 Taxes (estimated income, irmoe, property)
9 Tithes and offerings
1 Utilities (electric, gas, internet, telephone, trash, TV, water &
sewej
Vacations

1 Veterinarian (annual shots for your pets)

2.3.3 Unplanned Expenses

Having unplanned expenses is predictablet 6 s t he ti ms and
not predictable. In the past, unplanned expenses were sometimes handled
with cookie jar. Every week a certain amount of money would be put in the
cookie jar. When an unplanned expense came along, the money in the
cookie jar would take care of it.

The cookie jar approach is still the best way to plan for unplanned expenses.
Every week or every monthput some money into a savings account. How
much, depends on the size and frequendp®finplanned expenses you are
planning for. The cookie jar gppach can be used to repair or replace
appliancesautomobiles,computers and printers, and many more things.
For each unplanned expense, estimate the cost and how often it occurs. For
example, if you like to replace your car every four years and yeutd

spend $10,000 for a used car, put $209 intodbekie jareach month
($10,000 divided by 48 months). If your refrigerator needs to be replaced
every 10 years and it costs $1,000, put $9 irctiekie jareach month.

You should start building upogr cookie jar now! Include it in yau

budget. But what happens if you have an unplanned expense not covered
by the cookie jar? Did | hear you
happened? Ther ebds a ff hé aedincard. Teétsp e n s e
no excuse for not putting money in the cookie jar for next tigte now

2.3.4 In-Budget Cookie Jars

Some expenses are difficult to plan for, but are obviously planable.
Maintenance medications are a good example. You know how many
medications you buywhat they cost, and how often you need refills. But

planning each medication individually may be just the kind of thing that



makes budget planning seem too hard. Here's a way around that problem:
In-budget cookie jars.

Create a single budget item tover all medications that are refilled
monthly. Include the total cost of the medications. As each refill order is
placed, a transaction can be created to cover the cost, and that cost can be
deducted from the remaining amount in thebirdget cookie jar Do the

same for medicines that are refilled quarterly. Another option would be to
put all medications in a single quarterly budget item.

When the quarter is completed and the next cookie jar appears in the
budget, delete the old one.

2.4  Creating a New Budget

A new budget can be creatbg selectingMenu/Eile/New or by using a
toolbar button (se€&igurel andFigure2 ). When creating a new budget,
you may create an empty kget or you may use the New Budget Wizard.
The New Budget Wizard will suggesategoris to use in your new budget,
and start the Add Budget Iltem Wizard.

File | Edit Tools Window Help
(3 New b [ MewBudget |
[Z Open Mew Account 7
[ Exit Mew Budget Wizard

Figure 1 - File New Menu

. Budget Planner
File Edit Teools Window

“5Pams

New  New Budget New
Budget Wizard Account

Figure 2 - Toolbar New Buttons



2.5 Using the New Budget Wizard

When you use the New Budget Wizard to create a budget (see above), the
New Budget Wizard Window will open (séégure3). Select whether you
want to save the new budget now or later. Also, select the categories you
want to have on the budget. The categories can be changed later.

Click Create and the budget will be created. Hint: if thea@réutton is
disabled, you must select either Please Save the Budget Now or | Will Save
the Budget Later. After you create the budget, the Add Item Wizard
window will open.

If you decide to not create a new budget, click Cancel.

o) New Budget Wizard @Iéj
Save New Budget Mow or Later
Please Save the Mew Budget Now
| Will 5ave the New Budget Later
Select Major Categories
Bithdays Memberships Once
CreditCards Mortgages Daify
V| Deposits Rents Weeldy
Gifts Taxes Manthly
Holidays Tithes & Offerings Yeary
Insurances Ltilities
Loans Vacations
[ sowen |

Figure 3 - New Budget Wizard Window

2.6 Opening and Saving a Budget

If a budgethas been open recently, dan bere-opened using the Most
Recently Used (MRU) list(see Figure 4) after selectingMenu/File.
Otherwise useMenu/File/Open and select the budget to open.

Saving a budget can be accomplished usihenu/Eile/Save
Menu/Eile/SaveAs, andMenu/File/Save All(seeFigure5). Whenusing
Menu/Eile/SaveAs, you will always be asked to select a file name and a
folder. Menu/Eile/Save and Menu/File/Save Allwill ask for a file name
and folder when you are saving a new file. Or, you may use&éve
button on the toolbar (sdeigure 6). Be sure to us&lenu/Eile/SaveAs



when you intend to save a budget with a new file name or in a different
location. You should save your work frequently (every few minutes).

Eile | Edit Tools Window  Help
1[0 New |
Lst, fIEE ©
1 Dt TestData\445566.acnt
2 D\ TestData'\ 1002 . bud
3 Dt TestDatab1001.bud

Figure 4 - MRU List

. Budget Planner - [Budget - N
o

File | Edit View Teols
[0 New
| Open

D" Cloze

Save
Save As

Save All
Page Setup

_:Q Print Preview

= Print

Figure 5 - File Save Menu

2.7 Entering Budget Info

The Start Date, End Date, and Starting Balance can be entered and edited in
the Budget window. Individual budget items must be entered and edited
using the Edit Budget Item window.



Ly

File  Edit ew  Tools  Window  Help

Figure 6 - File Save Button

.BudgetPIanner- [B Stal’t Date Button EI[

ad

File Edit View/ Tools Window Help

bit £5 5 b gLl |[E] A [ ETEEE

;D Starting Balance 1130164 in Starting Balance 600.00

@D Ending Balace 1190.48 Lowest Balance 530.16

Starting Balance
Text Box

End Date Button

Figure 7 - Start Date, End Date, and Starting Balance

2.7.1 Start Date, End Date

Use the Start Date and End Date butfonghe upper left hand corner of
the Budget windowto set the start and end dates of the budget péses
Figure 7). When you click on one of thbuttors, a Pick Date window
openg(seeChapter8).

Both Start DateandEnd Datemust besetto calculate a budget.

If you select a Start Datater than the End Date, the End Date will be
changed and a warning message will appear. Likewise, if you select an End
Date earlier thanthe Start Date, the Start Date will be changed and a
warning message will appear.

2.7.2  Starting Balance

Figure7 showswhere you enter the Starting Balance. Click in the Starting
Balance box, then type in tt&tarting Balance If you double click in the
box, then an existing Starting Balance will be selected and you will type
over it Tochange the Starting Balanadick in the box where you want to
make the change and edit the amount.



The Starting Balance may be 0. Usually, the Starting Balance is the actual
account balance on the Starting Date.

2.7.3 Adding a Budget Item or Category

A budget item can be added by selectinflenuw/Edit/Add Item

Menu/Edit/Add Item Wizard or Menu/Edit/Insert, or by clicking a
correspondingoolbar button (seéigure 8). Or, right click the Budget
window to open theontext menu and sele&tld Itemor Insert Item.

Add New
Item to End

. Budget Planner - [Budget 2]

View  Tools i
Add Item
Add Item Wizard

_ Additem
Using Wizard

_ R Ds A oot o
Insert Item before
selected item

Disable tem(s)

Figure 8 - Add New Item

You may select a budget item and click Indéet to add the new item
before the selected item. Or, you n@digk Add Itemto add the new item
to the end of the budgetOr, you may click Add Item Wizard to add the
new item to the end of a section in the budget.

Notice that the toolbar buttons depict inserting between two items, or
adding after the itemsAlso, theAdd Item Wizard button has a wizard hat
(triangle) on the button.

You may add a category by selectikignu/Edit/Add Categoryor clicking
the Add Category toolbar button. Or, you may add a Category using the
Add Item Wizard.

2.7.3.1 Using the Add Item Wizard

After clicking Menu/Edit/Add Item Wizardor the Add Item Wizard
toolbar button, théddd Item Wizardwindow will open. Use the Next and
Previous buttons, or select the tabs to navigaieughthe window. Look
ateach tab and provide the informatithat applies to the budget item.




The Add Item Wizard also opens the Edit Budget lt@mdow, but it is
disabled. As you add information using the wizard, you will see the same
information appear on the Edit Budget Itevindow. This is done to help
you learn how to use the Edit Budget It@rimdow.

You may cancel at any time. If you cancel, the item will not be added to the
budget and the Add Item Wizavdndow will close.

2.7.3.1.1 Category Tab

Thealphabeticalist of Categoriecomes directly fronthe Categriesin the
budget. Select &ategoryfrom the list. The new item will be addedtte
budget as the last item in the selec@ategory If there are n&Categories
in the budget, there will not be aategoriesn the list.

2.7.3.1.1.1 Deleting Categories

To ddete a Category from the list on th@ategoryTab (and delete a
Categoryfrom the budget), select the Category in the list and click the
Delete a Category button.

2.7.3.1.1.2 Adding Categories

To add a Category, type the name of the new Category in the box below
Add aNew Categoryand click the Add Category button. If you select a
category first, the new category will be added after the selected category.

2.7.3.1.2  Description Tab

Enter the description of the budget item the way it appears (or will appear)
in the bank statemén If this description is not adequate to distinguish this
budget itembe sure toadd additional information to the comments field.
Or, add comments for any reason.

2.7.3.1.3 Type Tab

The Type of the transaction describes how the transaatitin be
accomplishd. The deposit type identifies an increase in #erount
balance. All other types identify a decrease indbeountbalance. See
Tablel for adescription of the TypesTypes are always upper case single
letters. In accounts, the Type field is also used for the check number.
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Table 1 - Transaction Types

Automatic

Budget

Deposit

Manual

Withdraw

X (Transfer)

Other

No action is required for individual payments. The
payment may be automatically withdrawn by the
payee, or the payment nhe made automatically by
bill paying system at your financial institution.

The generic type. This is used for payments made
a check, when the payment type is not know in
advance, or when the budget item itself is a cookie |
The geneg transaction type (B) should always be
changed to the actual transaction type before it is
reconciled.

A deposit of any kind to the budget account. This ty
is the only type that increases the budget account
balance.

An action is regired to make each payment. This is
like an automatic payment made by a bill paying
system at your financial institution, except each
payment must be individually scheduled.

A Pointof-Sale transaction. Paid for by a credit or
debit card that drasvfrom the budget account. This
type is more commonly used after the fact to identify
purchases made by credit or debit card.

A withdraw. Cash withdrawn at a financial institutio
or from an Automatic Teller Machine (ATM).

A transfer of funds between accounts. It may be a
scheduled transfer, or may be used after the fact to
identify an account transfer.

Pick your own code. It means what ever you want.
You may only use one | e
because numberspresent check numbers. And, it
canot be A, B, D, M, P,

2.7.3.1.4  Starting Date Tab

The first transaction date is computed by adding the Days Before/After to

the Starting Date.

Click the Starting Date button to select the Starting Date for theebudg
item. For a new budget item, the Starting Date is normally the actual due
date for the first payment of the budget item. However, if the first due date
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is on the 28, 30", or 31" of the month and more than one payment will be
made, you must considevhat date the other payments would fall on. Hint:
There is no 3% of February, April, June, September, and November. Also,
there is no 36 of February, and the 39f February only happens once
every four year. But, you already knew that. Sdé Starting Date would
have been on one of the difficult days, put the Starting Date ori'tbietie
next month and adjust the Days Beféter.

Select the Days Before/After the Starting Date. The default is 0. Negative
numbers represent days befoaed positive numbers are days after. The
Days Before/After field is used to adjust the actual date of the budget item
away from the Starting Date.

If a bill is due on the 1) and you always mail a check 10 days before the
bill is due, set the StartinDate to the 19 and set the Days Before/After to
-10.

If a deposit is scheduled for thé &f every month, but always arrives in
you account 2 days early, set the Starting Date totlaed the offset te2.

If a bill is always sent on the 2®f the month and is due 25 days later, set

the Starting Date to the billing date (the"p0 Then, take into account the
number of days before the due date t
assume 10 days for this example. Set the Days Béftee to:

+257 10 = +15

2.7.3.1.5 Ending Date Tab

Click the Ending Date button to select the Ending Date for the budget item.

The ending date should only be used for budget items that have a definite

end date (e.g. your mortgage). If the bill has an ending date, enfuome
bills, especially wutility bills, don
forever, dondt give it an ending dat

If a budget item has an Ending Date and you wish to change it to not have
and Ending Date, click the Ending Date button aslect No Datebox on
the Pick Datevindow.

If you receive unemployment insurance payments, they will end when you
have been paid the maxi mumtebfeouef i t .
benefit. Subtract the Paid To Date amofroim the Maximum Benefit

Then divide by th&Veekly Benefis to get the number of weeks remaining.
Consult a calendaand determinevhat theEnd Date will be.

The End Datedoes not have a Days Befti#ter adjustment. Be sure the
End Date you enter is not earlier than the laahsactiondate. This easy
to-make mistake is more likely to happen when the Days Béffies is

12



positive (days after). Remember that the last payment will be made based
on the Starting Datplusthe Days Beforifter.

For a monthly or yearly paymerif the Starting Date is on thé"&nd the
Days Before/After is +2, the last payment will be made on the For a
weekly payment, if the Starting Date is on a Wednesday and the Days
Before/After is +2, the last payment will be made on a Friday.

27.3.1.6 How Often Tab

Most budget items happen more than once. If the budget item happens only
once, select the Once buttorDtherwise, selecthe basic period: Dalily,
Weekly, Monthly, or Yearly. Many transactions happen on a multiple of
the basic period: evergther day, every other week, every six months,
every other year, etc. The How Often Multiplier allows you to multiply a
basic period to reach the actual period of the transaction. Some common
transaction periods are shownTiable2.

Table 2 - Common Transaction Periods

Transaction Period Basic Period Multiplier
Every Week Weekly 1
Every Other Week Weekly 2
Every Month Monthly 1
Every Six Months Monthly 6
Every Year Yearly 1
Every Rve Years Yearly 5

2.7.3.1.7 Day of Week Tab

The Day of Week tab allows you to make adjustments to the transaction
date to avoid weekends. If you select Avoid Saturday, any transaction that
should fall on a Saturday will be scheduled one day early on Friday.
Similarly, if you select Avoid Sunday, any transaction that should fall on a
Sunday will be scheduled one day later on Monday.

Weekly transactions will always fall on the same day of the week. Monthly
transaction wonot , unl e seskedt he Same

Some monthly transactions are scheduled for the same day of the week, and
the same week of the month, every month. For example, some people
receive government benefit checks on the second, third, or fourth
Wednesday of the month, depending on mtteeir birthday falls within the
month. By selecting Same Day of Week, a monthly transaction will fall on
the same day of the week and the same week of the month as the first
transaction every time.
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If a monthly transaction is always scheduled for $hene day of the week
on the last week of the month, select both the Same Day of Week and the
Last Week of Month boxes.

2.7.3.1.8 Amount Tab
Enter the regular amount of the transaction in the Amount box.

Some weekly transactions may be a different amount one wedkeo
month. If so, select the Variable Amount box, select the week of the month
that is different (T, 2" 39 4" or Last), and enter the Variable Amount.
Variable Amount transactions are available only when How Often is
Weekly and the Multiplierd 1.

2.7.3.1.9 Finish Tab

Onthe last tab, you have the option to accept or cancel. If you accept, the
item is added to the budget. After accepting the budget item, you have the
choice to exit the Add Item Wizard, or to add another item.

2.7.3.2 Adding a Budget Item Using the Edit
Budget Item Window

After clicking an add or insert button or menu, the Edit Budget Item
window will open. If you click Cancel, no item will be added. If you click
OK, an item will be added.

Most of the entries on the Edit Budget Itewindow are discussed above
underthe Add Item Wizard2.7.3.1(also se€elable3). Budgetitem nodes
arenot covered above.

Table 3 - Edit Budget Item Window Field Descriptions

Field Discussion| Field Discussion
Avoid Saturday 2.7.3.1.7 | Last Week of Month| 2.7.3.1.7
Avoid Sunday  2.7.3.1.7 | Mode see below
BeforgAfter 2.7.3.1.4 | Multiplier 2.7.3.1.6
Comments 2.7.3.1.2 | Same Week and Da] 2.7.3.1.7
Description 2.7.3.1.2 | Start Date 2.7.3.1.4
End Date 2.7.3.1.5 | Type 2.7.31.3
How Often 2.7.3.1.6 | Variable Amount 2.7.3.1.8

2.7.3.2.1 Normal Mode

As the name says, this is the normal mode for budgestitéxmew budget
item is always created in thrmal mode. Normal budget items can be
changed to thdisabledmode, andlisabledbudget items can be changed to
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the normal mode when editing the budget item (se€&8), or by seleting
Menu/Edit/Disable Item(s)and Menu/Edit/Enable Iltem(s) or by clicking
the Disable Item(s)and Enable Item(s) toolbar buttons when the item(s)
are selected

27.3.2.2 Disabled mode

When a budget item jglacedin thedisabledmode, the budget iteappears

under a mask of dofsand no transaction is calculated for the budget item.
Disabled budget items can be edited and deleted the same as other budge
items. Adisabledbudget item can be returned to thermal modewhen
editing the budget item (se&8), or by using the menu or toolbhuttons
(see2.7.3.2.).

2.7.3.3 Adding a Category Using the Edit Category
Window

To add a category, select the item that the category willdoled above.
SelectMenu/Edit/Add Category or click theAdd Category toolbar button.
The Edit Category window will open. Enter the category name and click
the Accept buttonon the Edit Category windawIf you click theCancel
button, the category wiliot be added.

2.8 Editing Budget Items and Category Names

To edit a budget iteror a category nameselect (click) the budget iteor
category namevith the mouse. Thepress the Enter (return) key, dick
the Edit button on the tool bar, or clidkenw/Edit/Edit, or rightclick the
Budget window to open the context menu and didi.

For budget items,he Edit Budget Itenwindow will open, and you may
change the budget itemFor category names, the Edit Category window
will open, and you may changeet category nameClick Acceptwhen you
have completed the changes. Or, Clizdncelto abandon the changes.

2.8.1 Adjusting Budget Columns

The Budget column sizes can be changed by clicking and dragging the
column heading dividers. Also, there are four cmhuwidth menu items on

the View menu and on the context menu (right click on the Budget
window):

1 Fit Columns to Text Fit each colum to the widest text

1 Reset Column WidthsSet each column width to be narrow
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1 Restore Column Widths Restore column widtht® when the file
was opened, or when column widths were last saved (whichever
happened last)

1 Save Column Widths Save column widths (column widths are
also saved when thmudget fileis closed.)

2.9 Positioning Budget Iltems and Categories

2.9.1 Moving Budget Items and Categories

Budget items andategoriescan be moved up or down in the Budget.
Select the Budget Item aategoryto move. Click theMiove Up or Move
Down toolbar button, or seledlenu/Edit/Move Up or Menu/Edit/Move
Down.

2.9.2  Sorting Budget Items

29.2.1 Sort Order Selection

SelectMenu/Tools/Optionsto open theOptionswindow. Select the sort
order in the Multirow Select Ordegroupon the Optionsvindow. Budget
items can be sorted by the following criteria:

1 Row order (the natural order of the Budget items)
1 Date order yyyymmdd ( year, then month, then day)
1 Date order mmddyyyy (month, then day, then year)

2.9.22 Sorting

Use the mouse to select the Budget items to be sorted. Then select
Menu/Edit/Sort Selection

2.10 Deleting Budget Iltems and Categories

To delete budgeitems and categories, select the budget iteamsl/or
categoriedo delete with the mouseHold down the control key to select
more than one itemThen click theDelete Iltem button on the toolbar, or
selectMenu/Edit/Delete Item or right click the Budgt window to open the
context menu and clicRelete Item(seeFigure9 ).

2.11 Copying, Cutting and Pasting Budget Items and
Categories

Budget Iltemsand Categoriemay be copied, cut, and pasted from a Budget
to the sara Budget, or to a different Budget. Select one or more Budget
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Items or Categoriedo be copied, cut, or pastedThen, useany of the
following methodgo copy, cut, and paste

a. Press <ctrl> C (copy), <ctrl> X (cut), or <ctrl> V (paste) on the
keyboard

b. SelectMenu/Edit/Copy, Menu/Edit/Cut, or Menu/Edit/Paste
c. Click Copy, Cut, or Pasteon the toolbar

d. Right click on the Budget window and sel&xpy, Cut, or Paste
on the context menu

|5 Budget Planner -  Delete Selected Item

o/

File | Edit | View Tools

Bt = Addem  / v E =)8
¢/ Check Off Transhction
Checlol Balance 1465.00  Checkoff Balance
Copy to End
Balance 1630.32 Lowest Balance
_= Delete Item

Date

| 17178

Figure 9 - Delete Selected Item
2.12 Using the Budget Account

2.12.1 Observing the Budget Account

The Budget Account is an accountattshows the budget transactions
during the budget period. It shows what a check register would contain
after all the transaitins during the budget period, with one exception:
Type B budget items would have the B changed to a check number.

To observe the Budget Account, sel&tgnu/Window. You will see two
windowslisted BudgetXXXX and Budget AccountXXX , whereXXXX

is the name of the BudgeSelect Budget AccourKXXX . Notice that the
title of the Budget Planner window changes when you display the
Budget Account.Return to the Budget window tlsame way, except select
Budget XXXX. You may also switch between the Bedgand Budget
Account windows using <ctrl> F6If an account is open, <ctrl> F6 will
also switchto the account window, showing each window in turn.
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2.12.2 Budget Account Limitations

A Budget Account is owned by the Budget. Only the Budget can add,
delete, orchange transactions in the Budget Account. Budget Account
transactions cannot be checked off.

2.12.3 Calculating the Budget Account

When the following conditions are met, a Budget Account will be
calculated:

a. Budget Start Date is entered
b. Budget End Datés entered
c. At least one normal budget item is entered

Other than meeting these conditions, no special action is required to
calculate the Budget AccountThe Budget Account will be recalculated
anytime the Start Date, End Date, or a Budget Item clsange

2.12.4 Copying, Cutting, and Pasting Budget Account
Transactions

BudgetAccountitemscan be copie@nd pastedrom aBudget Accounto
an Account Select one or more budgatcounttransactios using the
mouse. Thenuseany of the following method® copy or paste

1 Press <ctrl> C (copyyr <ctrl> V (paste) on the keyboard
1 SelectMenu/Edit/Copyor Menu/Edit/Paste
9 Click Copy or Pasteon the toolbar
1 Right click on the Account window and sel&gopy or Pasteon
the context menu
2.12.4.1 Copy All Transactions

To copy all Budget Accounttransactions, press <ctrl> A or select
Menu/Edit/Select Allto select the transactions. Then copy as ab@®e.
select the first transaction; then, selgenu/Edit/Copy to Endor click the
Copy to Endtoolbar button.

2.12.4.2 Copy to the End
To copy from ondBudget Accountransaction to the end:

a. Select the first transaction to copy
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b. Selectthe Copy to End button on the toolbar,or selectthe
Menu/Edit/Copyto End menu item.

2.13 Budget Health Indicators

There are three indicators of thealth of the budget: Ending Balance, Min
(minimum) Starting Balance, and Lowest Balance. These indicators appear
above the budget items, as shownFigure 10. The Starting Balance is
grouped with these indicamrand works together with them. Obviously,
and Ending Balance or a Lowest Balance less than zero indicates an
unhealthy budget. If the budget account indictors contain ??, the Budget
Account has not been calculated.

2.13.1 Ending Balance

The Ending Balance isalculated by adding the sum all transactions that
occur during the budget period (from the budget start date through the
budget end date) to the Starting Balance. No transactions are produced by
disabled budget items.

2.13.2 Min Starting Balance

The Min Stating Balance is the minimum balance that will produce a
Lowest Balance of zero (0). The Min Starting Balance is the Starting
Balance less the Lowest Balance.

Starting Min Starting
. Budget Planner - Balance Balance =

ol

File Edit View Tools Windo
B EEHSL & [
Start Date  2/1/2010 Starting Balance
End Date  3/31/2010 Ending Balace

O = F 3

Min Starting Balance

,

Lowest Balance

Ending Lowest
Balance Balance

Figure 10- Budget Accourt Indicators

2.13.3 Lowest Balance

The Lowest Balance is the lowest balance observed during the budget
period.
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2.14 Balancing Your Budget

When you have planned your expenses correctly, your budget will be
balanced:

1 The actualcash in your accour(the Starting Bance)will be at
least as much ake Min Starting Balance.
The Lowest Balance will be greater than 0.
The Ending Balance at least as big as the Min Starting Balance
required for the budget period that follows the End Date.

f
il

To achieve a balanced buetgremove or reduce budget items, or increase
your income. The budget items that remain when the budget is balanced are
the ones you can afford.
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3. ACCOUNTS

3.1 What Are Accounts?

Accounts are nothing more than an electronic check register. Accounts
record trasactions, permit transactions to be checked off, and calculate a
running balance after each transaction.

3.2 Creating Accounts

A new account can be created by selectfenu/Eile/New or by using a
toolbar button (se€igurel andFigure2 ). When creating a new account,
the account will be empty. Enter the Starting Balance, and enter
transactions.

3.3 Opening and Saving Accounts

If an accounthas been opem recently, it can beeropened using the Most
Recently Used (MRU) list (seEigure 4 ) after selectingMenu/File. Or,
selectMenu/File/Open and select thaccountto open. Or, select th®pen
File toolbar button, and select the accoumbpen.

Saving an account can be accomplished usikignu/Eile/Save
Menu/Eile/SaveAs and Menu/File/Save All(seeFigure5). Whenusing
Menu/Eile/SaveAs, you will always be asked to select a file name and a
folder. Menu/Eile/Save and Menu/File/Save Allwill ask for a file nhame
and folder when you are saving a new fil@r, you may use th&ave
button on the toolbar (s€éigure 6). Be sure to usdenu/Eile/SaveAs
when Yu intend to save a account with a new file name or in a different
location.

You should save your work frequently (every few minutes).

3.4 Entering Account Transactions

To create a new transaction, select fud Item toolbar button, select
Menu/Edit/Add, or right click the Account windowto open the context
menu and selechdd Item. The new transaction will be created with the
date set to the last valid date entered, or to the current @atetype will

be set to B.The amounwwill be set to zero. The new transaction will be
selected. You may enter data into the new transaction in the same manner
as editing a transactiqeee3.7?).
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3.5 Entering the Starting Balance

Figure11 showswhere you enter the Starting Balance. Click in the Starting
Balance box, then type in the Starting Balance. If you double click in the
box, the existing Starting Balance will be selected and you will type over it.
To change the Starting Balee, click in the box where you want to make
the change and edit the amount. All other balances in the account will be
wrong unless the correct Starting Balance is entered. The other account
balances are updated when you press the enter key or selethisgnelse.

Checkoff Starting Checkoff
[ BudgetPlanner-  Date Balance Balance

File:Edit: " View " Topls ' Window  Help

B f5 S W &0 A& ¥ )
‘Chec:koﬁ Date'_ I Starting Balancel_ 1485&)' Checkoff Balance 1465.00
- - Ending Balance RED.EZ Lowest Balance oo
Ending Lowest
Balance Balance

Figure 11 - Checkoff Date, Starting Balance, and Account Indicators
3.6 Viewing Account Data

3.6.1 Transaction Order

Transactions are displayed in a sorted order based on theifglaviteria:
Year, Month, Day, [Deposits Firgtast or Neithet, Amount, Description
CommentsOrder Created

Sorting tansactions by the date groups together all transadtiaving the
same date.

The Deposits FirdtastNeither optionis located a the Optionswindow
(UseMenu/ToolgOptionsmenu). If Deposits First is selected, deposits are
shown before other transactions. If Deposits Last is selected, deposits are
shown after other transactions. If neither Deposits First or Deposits Last is
sekcted the deposits are sorted in the same way as the other transactions.

Exceptfor the Deposits options, theansactions aréhen sorted from the
smallest to the largegtmount for each date If two transactions have the
same date and same amoungythare sorted alphabetically first on the
Descriptionand then on the Comments fields. If two transactions are still
alike, they are sorted based on which one was created first while the
program was running.
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3.6.2  Adjusting the Columns

The column sizes can hehanged byclicking and draggingthe column
heading dividers. Also, there arefour column width menu items on the
View menu and on theontext menu (right clickn the Account windoyv

1 Fit Columns to Text Fit eachcolumnto the widest text
1 Reset ColumWidths- Set each column width to be narrow

1 Restore Column Widths Restore column widtht when the file
was opened, or when column widths were last saved (whichever
happened last)

i Save Column Widths Save column widths (column widths are
also saved wén theaccounfile is closed.)

3.6.3 Account Indicators

There arghreeaccount indicators to help access the health of the account.

3.6.3.1 Ending Balance

The Ending Balance is calculated by adding the sum all transactions to the
Starting Balance.

3.6.3.2 Checkoff Balance

The Checkoff Balance is calculated by adding the sum all checked off
transactions to the Starting BalancEhis balance is used to check against
the statement from your financial institutioAs items are checked off, the
Checkoff Balance should matchet balance on the financial institution
statement for the checked off item.

3.6.3.3 Lowest Balance

The Lowest Balance shows how much money needs to be added to the
starting balance to keep the account from overdrafting. Or, it can be used to
show the sum of th&ransactions that must be removed from a budget to
keep the account from overdrafting.

Note: The Lowest Balance does not take into account the time between
when a deposit is made yaur financtial institution and the time when your
financial instituton makes the deposit available in the account. If you are
having overdrafting problems because funds are not nsadédable when

they are deposid, it will be necessarysethe date when funds become
availableas the transaction date
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3.7 Editing Account Transactions

To editan accountransaction, select a single transactiohhen, change
each field to the desired value in the transaction edit boxesigee12).
After a change is made, the OK button will turreen. After making
changes,you may click the OK buttonwith the mouse to commit the
changes (make them permanent)

While making changes to a transaction, if the Enter (return) key is pressed,
focus will change to the OK button. Pressing the Enterdgmgin (two
times in a rowwill commit the change.

Committing the change to a transaction does not chetggh transaction
is selected. Editing of the selected transaction can continue as long as the
transaction remains selected.

If a different tranaction is selected, all uncommitted changes to the first
transaction are lost. When a file is saved, uncommitted changesato
transactiorarenot saved

. Budget Planner - [Account - 445566]

a5
File " Edit " Miew Tools Window : Help
BtE = WHEL £ [ & ¢ T H E

| Checkoff Date | Starting Balance | 146500  Checkoff Balance 1465:00
! Ending Balance 1630032 Lowest Balance 00

Date Type Description Amount
| /12000 | |_ X imssss | 1_ 200.00
Checked Off  Comments OK -l
| l !Tmnsfarto Rainy Day account |

Figure 12 - Account Transaction Edit Boxes

3.8 Deleting Account Transactions
To delete one or more transactions:
1 Select the transaction(s) to be deleted

1 Enter <ctrl> X, selecCut or Delete Transactionon the toolbar,
selectMenu/Edit/Delete Itemor Menu/Edit/Cut.

3.9 Checking Off Transactions

The for mal term is reconciling.
record to the one from your financial institution. You fix your typos, or call
the financial institution to complain that something is wrong. When both
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transactions records am agreement, you check it ofAs each transaction

is checked offin the order it appears in the statement from your financial
institution, your checked off balance should agree with the transaction
balance from the financial institution.

3.9.1 Setting the Checkoff Date

Figure11 shows the Checkoff Date buttolick the Checkoff Date button
to open the Pick Dateindow. For the Checkoff Date, you may disregard
the day of the month by selecting the No Day box. And, yay use a 2
digit year by selecting that box.

3.9.2 Enabling and Disabling Check Offs

Before checking off a transaction by clicking with the mouse, you must
enable Check Offs. Seletenu/Edit/Enable Check Offs or click the
Enable Check Offstoolbar button Checkoffsdo not have to be enabled to
check off a transaction (or remove a check off) by editing the transaction.

3.9.3 Checking Off a Transaction

It is customary to enter a validate ét least themonth and year) in the
Checkoff field to show that a traaction is checked off. Editing a
transaction and clearing the Checkoff field will cause a checked off
transaction to not be checked off.

When Check Offs are enabled, a transaction may be checked off by double
clicking the transaction, or by selectirfiettransaction and either selecting
Menu/Edit/Check Off Transactionor clicking theCheck Off Transaction
toolbar button, or by right clickinthe Account windowo open the context
menu and clicking on Check Off Transaction.

3.10 Hiding Old Transactions

An old transaction is a transaction that was checked off with any checkoff
that is not the currenCheckoffdate. By selectind/lenu/View/Hide Old
Transactions or clicking Hide Old Transactions on the toolbar, old
transaction will be hidden (not shown), art twordsOld Hidden will
appear as shown iRigure13. Old transactions can be shown again in the
same way.
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Figure 13- Old Hidden Legend
3.11 Copying, Cutting, Deleting and Pasting

3.11.1 Simple Copying, Cutting and Pasting

Transactions may be copied, cut, and pasted from an account to the same
account, or to another account. Select one or more transactions to be
copied, cut, or pastedsing the mouse. Hen,use any of the following
methodgo copy, cut and paste

1 Press <ctrl> C (copy), <ctrl> X (cut), or <ctrl> V (paste) on the
keyboard

SelectMenu/Edit/Copy, Menu/Edit/Cut, or Menu/Edit/Paste
Click Copy, Cut, or Pasteon the toolbar

1 Right click on theAccount window and sele@opy, Cut, or Paste
on the context menu

Reminder: transactions always appear in date order. To move a transaction
in the Account window, change the date.
3.11.2 Copy All Account Transactions

To copy all Account transactions, psesctrl> A or selecMenu/Edit/Select
All to select the transactions. Then copy as above.
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3.11.3 Copy Account Transactions to the End
To copy from one Account transaction to the end:
a. Select the first transaction to copy
b. Select the Copy to End button on the toolbar, or select
Menu/Edit/Copy to Endmenu item.

3.11.4 Delete All Account Transactions Above
Selected Transaction

To delete all old account transactions before a certain date:

a. Select the first item that will not be deleted (it may be checked off
or no).

b. Select theDelete Items Abovebutton on the toolbar, or select
Menu/Edit/Delete Items Aboveenu item.

All items above the selected item must be checkedTdfe starting balance
is automatically updated.

3.11.5 Delete Account Transactions to the End
To delete from one Account transaction to the end:

a. Select the first transaction to delete

b. Select theDelete to End button on the toolbar, or select
Menu/Edit/Delete to Endmenu item.
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4, FIND AND REPLACE

4.1 Opening the Find and Replace Window

The Find and Bplace window can be opened when there is a Budget or an
Account window open. Seledenu/Edit/Find or Menu/Edit/Replace or
press <ctrl>F or <ctrI>H on the keyboard.

The Find and Replace windadwas three tabs. Click the tabs to see the find
only, findand replace, and search options features.

Only the activebudget or accounwindow is searched.

4.2  Finding

The Find tab is shown iRigure14. Type the text to be found into the box
labeled Find and press the enfreaturn) key or press the Find button.

For a case sensitive search, check the Case Sensitive box.

The Search Hidden Text box applies only to Accounts. When the box is
checked, all transactions will be search. If the box is not checked and old
transations are hidden, then the old transactions will not be searched.

Find and Replace (@l X

Find Replace | Search Options

Find
| -

Case Sensitive
V| Search Hidden Text

Find Cancel

Figure 14- Find Tab

4.3 Replacing

The Replace tab is shown kigure15. Type thetext to be found into the

box labeled Find. Type the replacement text into the box labeled Replace
With and press the enter (return) key or press the Find, Replace, or Replace
All button. Pressing the Find button has the same affect as pressing the
Find button on the Find tab. One instance of the find text will be found, but

it will not be replaced.

Pressing the return key has the same function as pressing the Replace
button. Each time the Replace button is pressed, one instance of the find
text will be found and replaced. The Replace All button repeats the search
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and replace function until all instances of the find text have been found and
replaced.

For a case sensitive search, check the Case Sensitive box.

The Search Hidden Text box applies otdyAccounts. When the box is
checked, all transactions will be search. If the box is not checked and old
transactions are hidden, then the old transactions will not be searched.

Find and Replace Gl X

| Find | Replace |Seart:h Options|
Find

Replace With

Case Sensitive:
V| Search Hidden Text

Replace Replace Al Find Cancel

Figure 15- Replace Tab

4.4  Search Options Tab

The Search Options tab is different for Budget and Account winddws.
Budget Search Options tab is shownHigure 16. The Account Search
Options tab is shown iRigure18.

In both cases there are Select All, Clear All, and Cancel buttons. The Select
All and ClearAll buttons select or clear all search field boxes. The Cancel
button closes the Find and Replace window.

The search fie boxes select which fields will be searched.

For Budget windows, the search can be restricted by the mode of the
Budget Items.SelectAll to search all Budget Iteméncluding Normal and
Disabled itemsand Categories. Oclick a specific mode to sech only
Budget Items with the selected mod&Vhen Category is selected, the
Search Fields, Select All, and Clear All buttons are disabled{gee=17)
because Categories have only one field.
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Find and Replace (L |
Find | Replace | Search Options

Search Fields ltems
Start Date

End Date @ Al
[ ClearAl ]

Description T Category
M Amourt ) Disabled
Commerts ) Mormal

Variable Amourt

Figure 16 - Budget Search Options Tab

Find and Replace [
Ead Search Options
ltems

Start Date

Select All End Date Al
Description @ Categary

Clear Al Amourt () Disabled
Comments ) Nomal

Variable Amount

Figure 17 - Budget Search Options Tab Category Selected

Find and Replace [l
Find | Replace | Search Options
Search Fields
Select Al Date
Description
Clear All Amount
Comments

Figure 18- Account Search Options Tab
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5. PRINTING

5.1 Page Setup

Before printing a budget or an account, use the Page Setup window (see
Figure19) to configure AMSCOT LLFBudget Planner for printing.
Menu/File/Page Setupwill open the Page Setup window. Separate page
setups can be maintained for budgets and accounts, or a single page setuy
may be used for both (s€e2.6. An option to print, onot print, disabled
budget items is located on the Options window G&e).

Page Setup 7 =
~] Selct Prier
|Le‘l'ter j Select Paper
[Aval | Font Name
[ Print Disabled Budget tems 9 ~| FontSize

Portratt | Orentation

Margins (inches)

Top
1.DDD3: :
Bottom 1.DE'D3
1.DI}D3:

QK | Cancel

Figure 19 - Page Setup Window

5.1.1 Select Printer

Select the dgred printer. Only printers is the Control Panel collection of
installed printers can be selected.

5.1.2  Select Paper

Select the paper siz&he choices of paper sizes come from the printer.
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5.1.3 Font Name
Select the font to be used for printinghe font choies depend on the fonts
installed in your computer.

514 Font Size

Select the font size (in points) to be used for printing.

5.15 Select the Paper Orientation
Select portrait or landscape. For letter size paper, portrait is 11 inches high
and landscape is 11 incheile.

5.1.6 Margins

Select the margins in inches.

5.2  Print Preview

UseMenu/File/Print Previewto observe the effect of the page setup.

5.3 Print

Menu/File/Print opens the Print window. On the Print window, you may
select the print range and the number of cofmgwint. The document will
print when you click the OK button.

ThePrint toolbar button prints the document immediately.
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6. OPTIONS

6.1 Options Window
Open the Optionwindow (seeFigure20) usingMenu/ToolgOptions

Changes selected on ti@ptions windoware not applied until the Apply
button is clicked. If thawindow is closed without applying changes, no
changes will take affect. If the Apply button is clicked, all charges
applied. If changes are made aftécking the Apply button, they will not
be applied unless the Apply button is clicked again beforenthdow is
closed.

If there are urapplied changes outstanding when the Close button is
clicked, you will be asked to save changes. If you chose Weghanges
will be made and theindow will close. If you chose No, the applied
changes will not be made and thandow will close. If you chose Cancel,
the Optionswvindow will not close.

a5 Options =l

Restore Last Account ¥ Festore Last Budget

< =

Restore default directory from |ast session

Beep when enter key is pressed in textbox

< 71

Double Click Budget ltems to Start Editing
Manage account and budget printer/page setups separately
Print Disabled Budget tems

53: Max #in MEUlist  Clear MRU List

Budget ltem Sort Preference
" RowOrder

" Date Order yyyymmdd
+ Date Order mmddyyyy

1T

Account Sort Preference
W Show Deposits First
[ Show Deposits Last

W Trace
[~ Lange Buttons

Budget Category Line Color
* Blue " Black

Close
5

Figure 20- Options Window

33



6.2 Option ltems

6.2.1 Restore Last Account
When you select this option, the last account closed in a previous session is
opened (if possible) at the start of the next session.

6.2.2 Restore Last Budget
When you select this option,dHast budget closed in a previous session is
opened (if possible) at the start of the next session.

6.2.3 Restore Default Directory from Last Session

When you select this option, the last directory used in a session for an Open
or a Save becomes the defaultedtory for the first Open or Save in the
next session. If this option is not selected, the operating system determines
the default directory for the first Open or Save in a session.

6.2.4 Beep when Enter Key Is Pressed in Text Box
Some people find the enterek beep annoying. Selecting this box
suppresses the enter key beep.

6.25 Double Click Budget Items to Start Editing

When checked, budget items also can be edited by double clicking the item.
When not checked, budget items can be edited only by selectowbeart
button or a menu itemlt is recommended that this option should be un
checked to avoid accidental account item checkoffs.

6.2.6 Manage Account and Budget Printer/Page
Setups Separately

When selected, the choice of printer, paper size, margins, etseparately
managed for Budgets and Accounts.

6.2.7 Print Disabled Budget Items

Check the box to print disabled budget items. -ddeck the box to omit
disabled budget items from the printout.

6.2.8 Max # in MRU List

Sets the maximum number of Most Recently Use®R (N files that appear
in the MRU list onMenu/File.
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6.2.9 Clear MRU List
When the Clear MRU List button is clicked and changes are applied, the
MRU list is cleared.

6.2.10 Budget Item Sort Preference

This option controls the sort order to be used when multiple rowaddet
items are selected and theévienu/Edit/Sort Selection menu item is
selected.

a. Row Orderi the natural order of the selected items

b. Date Order yyyymmdd This order is based on the start date. The
year is most significant, followed by the montbllowed by the
day.

c. Date Order mmddyyyy This order is based on the start date. The
Month is most significant, followed by the day, followed by the
year.

6.2.11 Account Sort Preference

This option controls the sort order to be used when more than oaerdc
transaction has the same date.

a. No selectiori the transactions will appear in their natural order
b. Show Deposits First Deposits appear before withdraws

c. Show Deposits Last Deposits appear after withdraws

6.2.12 Budget Category Color
This option ontrols the color of the text that appear8Bumrdget categories
The choices are blue and black.

6.2.13 Trace

This option turns Tracing on and off. Tracing status is set when the
program starts. To change tracing, change the Tracing option, close
AMSCOT LLP Budget Planner , and restart the program. Tracing
may be necessary to help AMSCOT LLP assist yifunecessary, you will

be told how to submit the trace file.

6.2.14 Large Buttons

This option controls the size of buttons on the toolbar.
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7. MENUS AND TOOLBAR

The menus and toolbar are your primary method for giving commands to
Budget Planner . There are three menus: the main menu at the top
of the window,and two context menus. One context menu is associated
with accounts, and the other with budgets. The comtesnu is opened by
right-clicking the mouse over a budget window or an account window.

In this chapter, the full menus and toolbar buttons are shown. When you
are runningBudget Planner , only the menus and toolbar buttons
that are appropriatare visibe and enabled.

The full list of main menu items is shown Trable4. The context menus
are shown irFigure21. The full list of toolbar buttons are shownTable
5.

7.1 Menus

Table 4 - Main Menu ltems

Level 1 Level 2 Level 3
File New New Budget
New Account
New Budget Wizard

Open
Close
Save
Save As
Save All
Page Setup
Print Preview
Print
MRUs
Exit

Edit Add Category
Add Item
Add ltem Wizard
Check Off Transaction
Copy to End
Delete Items Above
Delete to End
Delete Iltems(s)
Disable Check Offs
Disable Item(s)
Edit
Enable Check Offs
Enable Item(s)
Insert
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Level1 Level 2 Level 3

Sort Selection
Select All
Move Up
Move Down
Find
Replace
Cut
Copy
Paste
View Fit Column Widths
Hide Old Transactions
Reset Column Widths
Restore Column Widths
Save Column Widths
Tools Enter Product Key
Options
Window Cascade Windows
Close All
Tile Horizontal
Tile Vertical
Help Help
About

Add Transaction Edit Ite
Check Off Tr. tion Add Item

Insert Item

Fit Columns to Text

Reset Column Widths Fit Calumn Widths
Restore Column Widths Reset Column Widths
Save Column Widths Restore Initial Column Widths

Save Column Widths

Save
Save As Bave
Save As
Account Context Menu Budget Context Menu

Figure 21 - Context Menus
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7.2 Toolbar

Table 5 - Toolbar Buttons

MO O® K « = [ i #=<[z][z[=)!

Button Name
Exit  Exit
El Close
EF; Open
H Save
5 Print

Print Preview
New Budget

New Budget Wizard
New Account

Cut

Copy

Paste

Move Up

Move Down
Enable Checkoffs
Disable Checkoffs
Enable Item(s)
Disable Item(s)
Add Category

Add Item
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Button Name

Add Item Wizard
Copy to End
Delete Iltems Above

Delete to End

Edit

Check Off
Insert Item
Delete Item

Hide Old Transactions

E
v
_*
=
=

Toolbar Help
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8. PICK DATE WINDOW

8.1 Pick Date Window Features
The Pick Date windw features are shown figure22. Normally, not all
of the check boxes can be be seen together. The availability of the check
boxes is shown iffable6. The "X" shows whethe check box is available.
8.2  Selecting the Month
The month may be selected by either of two ways:
1 The month and year drop down boxes
1 The left and right arrowsn the calendar
8.3 Selected Date

The date shown is ¢hselected datdf no date is selected//" will appear

8.4 No Date Box

When the No Date box is checked, you are selecting to have no date.

8.5 No Day Box

When the No Day box is checked, the selected date will have only a month
and year. Also, the calendar will be hidden, and the Month and Year
dropdown baes are used to select the date.

8.6 Two Digit Year Box

When the Two Digit Year box is checkethe year has only 2 digits
Normally, the year will be shown with four digits.

Table 6 - Availability of Pick Date Boxes

Date Button No Day No Date 2 DigitYear
Budget Sta¥Budget End

Budget Item Start Date

Budget Item End Date X

Account Check Off Date X X
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PickDate 7=

1 Movember, 2009 4

Sun Mon Tue Wed Thu Fn Sat
25 ®» 7 ® ¥ 30 A

i
[] NoDate [] NoDay [C] 2 Digit Year

| & l

Figure 22 - Pick Date Window
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0. EXERCISES
9.1 Problems

9.1.1 Problem 1 - Create a Budget

Prepare a budget for the months of January and February of 2010 using the
following information. Save the budget using the name 1001.bvol
may use categories if you wish, but they are not required.

1. You work 40 hours week. Your take home pay after taxes is $782.54
per week. You get paid by automatic deposit each Thursday.

2. Each month you pay $600 rent by check on the first of the month;
weekday or weekend. You pay in person on the first.

3. Each month yougy a $110 electric bill. Your electric bill is on budget,
and is automatically withdrawn on the"4ut not on Sundays. If the"14
is a Sunday, the bill is deducted on Monday.

4. Each month you pay a combined water and sewer bill by thefate
month. It ranges from $50 to $70 per month. You make the payiment
person by checht an office which is only open weekdays.

5. Each month you pay a $90 gas bill on budget in pargarheckabout
the 8" of the month. There is a 4 day grace period.

6. You have a rainy day fund for repairs and purchases of big ticket items.
It is kept in a separate bank account, 445565. $200 is automatically
transferredo the rainy day fund each Friday.

7. Eachquarteryou refill five medicinesy mail order. Each costs $65

8. How much money can you spend each week for other things (food,
entertainment, transportatipn Budget that amount as a cash withdraw on
Fridays.

9.1.2 Problem 27 Create an Account

Create an account file for your bank account, 445568ve the accourats
445566acnt. On December 31st, 20@@ur bank account hasl$65 on
deposit. Open the 1001.bud budget fil&elect the Budget Accountl001
window under the Window menuCopy the planned transactions the
budget account Selectthe Account- 445566 window under the Window
menu. Paste the transactions into the acco@mt the starting balance to
$1465 Save the account file again.
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9.1.3 Problem 37 Reconcile Transactions

For this exercise only, open file 445566.anct and savdilthas 445566
Reconciled.acnt. Use 445566 Reconciled.acnt for Problem 3. Normally,
the reconciled transactions would be saved in file 445566.acnt.

On February3, 2010 you access online banking for account 445566, and
print out the transactions thatueataken place in your bank accostdrting
January 1, 2010(seeTable7). You mailed arefill order fortwo medicines
on January 12 You paid for therefills by check Youmade an unplanned
cash withdravof $250n February 22010. Update thplanned transactions
with check numbers. Reconcti@nsactionso agree with the prirbut Be
sure to update the Check Off Date before checking off the transaction that
took place in February.

Table 7 - Account History

Date Ch: ck Transaction Description Credit  Debit Balance
2-2-2010 WITHDRAW 25.00 1330.16
1-29-2010 TRANSFER TO MBR445565 200.00 1355.16
1-29-2010 WITHDRAW 250.00 1555.16
1-28-2010 PAYROLL DEPOSIT 782.54 1805.16
1-23-2010 1004 DRAFT 60.00 1022.62
1-22-2010 TRANSFER TO MBR445565 200.00 1082.62
1-22-2010 WITHDRAW 250.00 1282.62
1-22-2010 1003 DRAFT 130.00 1532.62
1-21-2010 PAYROLL DEPOSIT 782.54 1662.62
1-15-2010 TRANSFER TO MBR445565 200.00 880.08
1-15-2010 WITHDRAW 250.00 1080.08
1-14-2010 PAYROLL DEPOSIT 782.54 1330.08
1-14-2010 IPL CASH BATCH 110.00 547.54
1-10-2010 1002 DRAFT 90.00 657.54
1-8-2010 TRANSFER TO MBR445565 200.00 747.54
1-8-2010 WITHDRAW 250.00 947.54
1-7-2010 PAYROLL DEPOSIT 782.54 1197.54
1-5-2010 1001 DRAFT 600.00 415.00
1-1-2010 TRANSFER TO MBR445565 200.00 1015.00
1-1-2010 WITHDRAW 250.00 1215.00

9.1.4 Problem 47 Update the Budget

Update budget 1001 for February and March of 2010. You decidk fite

a good idea to save a copy of your budget each month, so you can look back
and see how it has changed. Save the new version of the budget in file
1002.bud.

Show the checked off balance of Accout45566 for the end of January
as the startingpalance of the February budgeinstead of adding the one

time withdraw on February"2as a new budget item, just include it in the
January balance.
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You bought a new sofa on a payment plan. The first payment is due
February 28. You will pay $40 pemonth by check for ten months. You
decide to review your bills, writehecks,and mail checks each Saturday
morning. Your annual property tax bill arrived. You owe $400 on March
15" 2010 and again on Septembel"18010. Update 1002.bud to account
for these changes.

9.15 Problem 57 Update the Account

For this exercise only, open 445566 Reconciled.acnt and save it as file
445566 Updated.acnt. Use 445566 Updated.acnt for Problem 5. Normally,
the updated transactions would be skinefile 445566.acnt.

Your budget for February 2010 has changed. Updateaiccount file
445566.acnt to reflect the new budgklide old transactions.

9.2 Answers

9.21 Answer 11 Create a Budget
a. Your budget shoulthe similar toFigure23.

b. The Payday deposit has Days After-£ because the deposit
actually occurs before the payday.

c. The electric bill has Avoid Sunday checked because the payment is
never withdrawn on Sunday.

d. The average water bill is $60, so that is the budgatedunt. The
water bill has Avoid Saturday and Avoid Sunday checked because
the bill cannot be paid on these days. Also, the Days After is set to
-2 to account for the fact that the payment office is closed on the
weekend. If the bill is due on Saturdatywill be paid two days
early on Thursday. If the bill is due on Sunday, it will be paid two
days early on Friday. If the bill is due on Monday, it will be paid
on Friday (to avoid Saturday). If the bill is due on Tuesday, it will
be paid on Mondaytd avoid Sunday).

e. Since there is a four day grace perimd the gas bi)l you don't
need to worry about weekend payments.

f.  You created a single budget item fiive medicine refills. It
repeats every 3 months. The amount is $325.

g. With the stating balance at $0 and tliashwithdrawbudget item
disabled (or set to $0), the budget shows an ending balance of
$2415.32 Dividing by nine weeks (because there are nine Fridays
in the budget period), the Cash withdraw could B&8536 If the
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Cash vithdraw is budgeted at $250, that will leave $18&6the
end of the budget period.

h.  Your minimum starting balance will be satisfied mostly (but not
entirely) by the payday deposit on Decembef',31009. This
deposit will not show on the Budget Aaod because it happens
the day before the start of the budget period. Notice that the
ending balance is greater than the starting balance. That is good.

With the starting balance at $0 and @&sh withdravat $50, the
minimum starting balance is1865. With a $782.54 payday the
day before the budget period starts, you will need to haveast
$682.46in the account before the deposit on Decemb&r 31

9.2.2 Answer 271 Create an Account
The Account 445566 window should appesimilar toFigure24.

9.2.3 Answer 37 Reconcile Transactions
Two things you should do before checking off individual transactions:

a. Set the Checkoff Date: click the Checkoff Date button, select No
Day, optionally select 2 Digit Year, and sef January, 2010.

b. Select thenMenu/Edit/Enable Checkoffsor click the Enable
Checkoffsbutton on the toolbar

During reconciliation you saw that a check was written to refill two
medicines. You created a transaction for the check, and reduced the
Medidne Refill transaction by the amount of the ché$825$130=$195)

The check was checked off. Becatise Medicine Refill transaction is not
checked offit remains visible at the top of the account windsken Hide

Old Transactions is turned on

The Account- 445566 window should appear similar E@ure 26. After
completing the checkoffs, you should disable checkoffs so transactions
don't get checked off by accident.

9.2.4 Answer 471 Update the Budget

Open budgetl001.bud and immediately save it as 1002.buatlude the
unplanned February’®cash withdraw in thdanuarychecked off balance.

Enter the January checked off balance in 445566.acnt as the starting balance
for Budget- 1002.

Pick a category for theofa payment (you may create a new category if you
wish). Create a new budget item in the category chosen for the sofa
payment, and enter the sofa payment information.
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Adjusting the dates in the budget to account for writing checks on Saturday
would becone too confusing. Especially if you later decided to change
your check writing to another day. When you write your checks, just look
to see what checks will be needed before the next time you write checks.

Create a new category for Taxes. Add a budlgen for property taxes.
Since property taxes are due every six months of every year, don't enter an
ending date.

Your February budget shoulik similar toFigure28.

9.25 Answer 51 Update the Account

Open both 10R.bud and 445566.acnt. Seléddenu/WindowAccount -
445566 Select thenext transaction after the last checked off transaction in
February (if no transaction were checked off in February, the first
transaction in February would be selecteddelectMenu/Edit/Delete to
End or click theDelete to Endtoolbar button.Select each transaction from
February 1'to the end that is NOT checked off, and delete each one.

SelectMenu/WindowBudget Account- 1002 Select the first transaction.
SelectMenu/Edit/Copy to Endor click the Copy to End toolbar button.
SelectMenu/WindowAccount - 445566 SelectMenu/Edit/Pasteor click
Pasteon the toolbar button. Review the transactions from the beginning of
February through the last checked off transaction. Delethecked off
transactionshat duplicate checked off transactions.

After updating the Checkoff Date and hiding old transactidmes,account
should be similar t&igure27.
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Figure 23 - Exercise 1Create a Budget
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|5l Budget Planner - [Account - 445566]
o
File Edit View Tools Window Help
BEES HSL AR @ E588
Checkoff Date Stating Balance [ 1465.00  Checkoff Balance 1465.00
0ld Hidden Ending Balance 163032 Lowest Balance 0
Date Type  Description Amount
[ [ I
Checked Off  Comments it
[ I
Date | Type Desarption Amount | Checked Of | Balance Comments E
w1200 | X |a45565 20000 1265.00 | Transfer to Rainy Day account
/172010 | W [Cash 25000 1015.00 | Grocer Money etc
1/1/2010 | B | Medicine Refls 32500 690.00 | Inbudget cookie jarfor medicine refils
1/1/2010 | B | XYZ Propety Management | 600.00 90.00 | Morthly Rent Check
/52010 | B | Ctizens Gas Gas Pyt | 90.00 00 |Gas Company
172010 | D | Payday 78258 78254 | Atertaves income
VB0 | X | 445565 20000 58254 | Transferto Rainy Day account
/82010 | W |Cash 25000 33254 | Grocer Maney cic.
V142000 | D | Payday 78254 1115.08 | Altertaes income.
114/2010 | A |IPLCASH BATCH 110,00 1005.08 |Blectrc il
11572010 | x| 445565 20000 80508 | Transfer to Rainy Day account
115/2010 | W [Cash 25000 55508 |Grocer Money efc.
1/18/2010 | B | Veola Water Indpayment | 60.00 49508 | Waterand Sewer
121200 | D | Payday 78258 127762 | Mertaves income.
V2210 | X | 445565 20000 1077.62 | Transfer to Rainy Day account
1/22/2010 | W |Cash 25000 82762 | Grocer Money e
1/26/2010 | D | Payday 78254 1610.16 | Altertaxes income.
1/20/2010 | X |a45565 20000 1410.16 | Transfer to Rainy Day account
1/29/2000 | W |Cash 25000 1160.16 | Grocer Money etc
] I Sl
Ready

Figure 24 - Exercise 2Create an Account

|5 Budget Planner - [Account - 445566] =
sl
File Edit View Tools Window Help
Bt 5 & W& L Bl AR QTESHER
Checkoff Date Starting Balance | 146500  Checkoff Balance 1465.00
Old Hidden Ending Balance 163032 Lowest Balance 0
Date Type Description Amourt
[ I [
Checked O~ Comments i
I
Date | Type Description Amount | Checked Off | Balance Comments
1/29/2000 | W [Cash 250.00 1160.16 | Grocer Money stc
2/1/2010 | B | XYZ Propetty Management | 600.00 560.16 | Mortthly Rent Check
24/2010 | D Payday 72254 1242.70 | Atertaxes income.
2572010 | X 445565 20000 114270 | Transterto Rainy Day account
2/5/2010 | W |Cash 250.00 85270 | Grocer Money etc
2/5/2010 | B |Ciizens Gas Gas Pymt | 90.00 80270 |Gas Company
2/11/2010 | D Payday 78254 158524 | Aftertaxes income:
2122010 | X |445585 20000 138524 | Transferto Rainy Day account
2122010 | W |Cash 250.00 1135.24 | Grocer Money etc
2/15/2010 | A [IPLCASH BATCH 110.00 1025.24 | Electric Bil
2/18/2010 | D | Payday 78254 1807.78 | Aftertaxes income.
2/18/2010 | B |Veolia Water Indpaymert | 60.00 1747.78 | Water and Sewer
2/18/2010 | X |445565 20000 1547.78 | Transferto Rainy Day account
2/19/2010 | W |Cash 250.00 1297.78 | Grocer Money ete
2/25/2010 | D |Payday 78254 208032 | Atertaxes income.
2/26/2010 | X |445565 20000 188032 | Transferto Rainy Day account
2/26/2010 | W |Cash 250.00 1630.32 | Grocer Money sic.
< | »
Ready

Figure 25 - Exercise 2Create an Account Continued
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15 Budget Planner - [Account - 445566 Reconciled]
El
File Edt View Took Window Help
RSSHdSL BARN B oTSEZ08
| Checkolf Dete: 210 Starting Balance 151500  Checkoll Balance 13016
Erdrg Balznce 048 Lowed Baisnce 500
Date Type  Deserigten Ameurt
I [
|Checked OF  Commerts. Ok
Date Tipe bion. Amount | Checked OFf | Balance: Commerts. L
1/1/2000 K 445555 20000 110 131500  Transferto Rainy Day account
1/1/2010 | B | Medane Res %000 | 055,00 in-budgst conkie jrfor medcn refls
1200 | W |Cash 0000 | 1410 | 75500 | Grocer Money oic
/2010 | 1001 | XYZ Property Managemend | 60.00 | 1710 | 155.00 | Morkhly Reni Check
V52000 1002 Cfizens Gas Gas Fymet | 50.00 110 £500  Gas Compary
1/7/2010 | D | Payol Depost 254 | 110 | BATSA Arertavesincome.
A0 | X | 445565 0000 | 17110 | 64750 | Trarsherto Rany Day sccout
17872010 W Cash 300,00 110 4754 Grocer Money etc
11272010 1003 | Medicine Refils 130.00 110 21754 | 2 Refils.
142010 D | Payol Dapost 254 | 110100008 Avertaves ncome.
W20 | A |IPLCASHBATCH M0 | 110 | BSO08  Bectc Bl
S0 | X | 445565 2000 | 110 | 63008 | Tarsferto Rany Day accourt
1152010 | W |Cath W00 | 110 | 39008 | Grocer Money &
182010 1004 | Veoka Water ncpmymert | 6000 | 1/10 | 33008 Viser and Sewer
1270 | D | Payol Depost I 7254|140 | 111262 | Aertavesincome.
17227200 X 445555 20000 110 91262  Transferto Rany Day account
12272010 | W _|Cash 3000 | 110 | 61262 | Grocer Money et
1202010 D | Payol Depost 7254 | 110 | 139516 Mertares mcome.
172972010 X 445585 20000 10 1195.16  Transfer to Rainy Day acceunt.
VA0 | W |Coh W00 | 110 | 89516 Grocer Money o
2/1/2010 | B | XYZ Propsny Managemern | 600.00 | 23516 Morshly Reen Chack
2272000 | W |Cosh %00 | 210 | 206
220 D Payol Deposit: Te254 105270 Ater tawes ncome.
N —
Ready.

Figure 26 - Exercise 3 Reconcile Transactions

5| Budget Planner - [Account - 445566 February] |E=0Eom %=
LS [-Jl=x]
File Edit View Tools Window Help
wEEHELBARNIBREOFEEAE
Checkoff Date ___ 2/10 Stating Balance 51500 Checkoff Balance 1130.16
Old Hidden Ending Balance 53048 Lowest Balance 6500
Dats Type Descrption Amount
[
Checked O Comments o |
I
Date Type Description Amount | Checked OFf | Balance Commerts -
17172010 | B | Mediine Refils 26000 1055.00 | Inbudget cookis jarfor medicing refls
2/1/2010 | B | XYZProperty Management | 600.00 29516 | Morthiy Rent Check
27272010 W |Cash 25.00 2110 270.16
2/4/2010 | D | Payroll Deposit 78254 1052.70 | Afertaxes income.
252000 | X |445565 20000 85270 | Transfer o Rainy Day account
252000 | W |Cash 30000 55270 | Grocer Money et
2/5/2010 | B | Ciizens Gas Gas Pymnt 30,00 46270 | Gas Company
2/11/2010 | D | Payoll Depost 78254 124524 | Aiertaxes income.
212/2010 | X | 445565 20000 1045.24 | Transfer to Rainy Day accourt
2122010 | W |Cash 30000 74524 | Grocer Money et
2/15/2010 A |IPLCASH BATCH 110.00 635.24 | Blectric Bil
215/2010 | B | Sams Fumiure 40.00 59524
2/18/2010 | D | Payoll Deposit 78254 137778 | Afertaxss income.
2/18/2010 | B |Veola Water Indpayment | 60.00 1317.78 | Water and Sewer
2/19/2010 X | 445565 200.00 1117.78 | Transfer to Rainy Day account
2/19/2010 | W |Cash 300.00 81778 | Grocer Money eic.
2/25/2010 | D | Payoll Deposit 78254 1600.32 | Afertaxes income.
2/26/2010 | X | 445565 20000 1400.32 | Transfer to Rainy Day accourt
2/26/2010 | W |Cash 300.00 1100.32 | Grocer Money etc.
3172010 | B |XYZ Propety Management | 600.00 500.32 | Morihiy Rert Check
< [ -
Ready

Figure 27 - Exercise 5Updated Account

49




fApeay

[x][=]=]
EE=]

I [
| | 0007 alryuing sweg at- Aoy 8 |0102/SE/1L| 0L0z/STT
_ _ 248 feuoy J2ooi) | 00008 ) a pEem | M OL0E/1L/L
| I_ unosoe deq AUy opsgsuell | 00002 GOGGFY a Apsaph X OLoE/ L/t
_ || sy sumipaw sop. el anjood eBpncul | 00'SZE S{lya uRipapy [i] syuope | g OL0E/LAL
18410
] ] Auedwe) seg | 0006 Jlfy sBE) 820 ST 1] Aop g 0L02/5/1
2 A JamMag puessRfy | 0009 | wewdedpu) s BI0SA [4 Aop g 0L0Z/02/1
2l |l Iig2woed | 000k HOLY8 HS¥D TdI a Aoy v OLOZ/FLAL
saglan
[ O ] | o0'oor | see| fpsdoig| g [ sypoms [ 8 | | mgersie
saxe]
[ ] ] *pau) L Aoy | 00009 | wewebewep Asdoig zax| 0 [ Awmon [ 8 | [ 0wzt
spuay
[ W i “aluool) seEL el PSTAL | wodeq oved - | e | Q- oL
spsodag
I* Aepung ploay fepineg SjuSLIWOT) 7 wnouwsy _ uondussag _ Jayy seq _ uayg moy | adf] 7 pug 7 el
S i ploAy i
91085 2oUREg IS8MOT BYOSLL soejeg Buipug _ OLOE/LE/E =12 pug
00009 soueeg Bulpels upy EINAT aouejeq Bupels OWZ/LT =1!g veis
BES3IEZ2=0 FEIEVEI DA D Hwm;

dsH  mopufi  sjpol  malf  upI 3
G

[200T #Bpng] - :2uue|d 26png B

Figure 28 - Exercise 4February Budget
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10. CUSTOMER SUPPORT

10.1 Contacting AMSCOT LLP
Contact AMSCOT LLP by email or by mail at the following addresses:

CustomerService @amscotllp.com

AMSCOT LLP

Attn: Customer Support

2029 N Emerson Avenue
Indianapolis, Indiana 46218737
USA

10.2 Availability of Customer Support

Free customer support is available to users that have purchased@®MSC
LLP Budget Plann er . Customer support is available only in the
English language.

Please include your name and email address, a description of your question
or problem, telephone number (including country code if outside the US
calling area), and theelt time to contact youlf contacting by mail, be

sure to include your return mail address if you do not have email.
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