)

THE HOME
AGGOUNTANT

Second Edition

Written By

Robert Schoenburg
Stephen Pollack
Larry Grodin

User’s Guide By
Laura Welch

(Special Thanks To Jim
Densmore For Additional
Material)

©1982 Continental
Software Co.

11223 South Hindry Ave.

Los Angeles, California 90045

(213) 417-8031 (Customer Support)
(213) 410-3977 (Business Office)



NOTICE

Continental Software Co. reserves the right to make improvements in the
product described in this manual at any time and without notice.

DISCLAIMER OF ALL
WARRANTIES AND LIABILITY

Continental Software Co. makes no warranties, either
expressed or implied, with respect to this manual or with
respect to the software described in this manual, its quality,
performance, merchantability, or fitness for any particular pur-
pose. Continental Software Co. software is sold or licensed “‘as
is.” The entire risk as to its quality and performance is with the
buyer. Should the programs prove defective following their
purchase, the buyer (and not Continental Software Co., its
distributor, or its retailer) assumes the entire cost of all neces-
sary servicing, repair, or correction and any incidental or con-
sequential damages. In no event will Continental Software Co.
be liable for direct, indirect, incidental or consequential dam-
ages resulting from any defect in the software, even if Contin-
ental Software Co. has been advised of the possibility of such
damages.

Printing 10,9, 8, 7,6, 5, 4, 3, 2

Apple 11, Apple 1l Plus, and Apple lle are registered trademarks of Apple
Computer Corporation. The use of trademarks or other designations is for
reference purposes only.

Copyright 1982 by Continental Software Co. All rights reserved. Printed in the
United States of America. No part of this publication may be reproduced, stored
in a retrieval system, or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without the prior written
permission of Continental Software Co.

Documentation Services by IPS Publishing, Inc., Westlake Village, CA



P TABLE OF CONTENTS

INTRODUCTION 1
The HOME ACCOUNTANT Package ..........ccoveiivinnnnnn. 2
Hardware Requirements .............coiiiiiiiiiiiiniiniennns 2
HOME ACCOUNTANT Capabilities .........ccovvviveiiiinnnn. 3
How To Use This Guide ..........cciiiiiiiiiiiiiiiinneennnns 4
What You Need TOKNOW ........ciiiiiiiiiiiiiiininiinnnnn. 5
Lo 3 5
DO NOES ottt et e e 6
1. sysTeEm oveRviEW 7
The BUDGET Module .......coiiiiiiiiiiiiiiiiiiiiiiinnnnnn 8
\’A System Overview Flow Chart ..............ccoiiiiiiiiin.n, 9
i The TRANSACTIONS MOAUIE ...vevieneiieieieeaeenennenn. 11
The GRAPHING Module ..ot 13
The PRINTED REPORTS Module ........ccvviiiinieieinnnnnn. 13
The PRINT CHECKS/ACTIVITY REPORT Module ............. 14
The START NEW YEAR Utility Module ..............ccovunt. 14
The EXTEND Module .....ovviiiniiiiiiiiiiiiie i 14
The HARDWARE/START NEW SYSTEM Module .............. 15
Exiting the HOME ACCOUNTANT ...ttt 16
2- SETTING UP THE SYSTEM (Tutorial) 17
Budget Categories ...........coiiiiiiiiiiiiiiii e 19
Initializing A Data Diskette .............ccoiiiiiiiiiiiiiinan, 21
“BOOtING UP” it e i e e 23
The Main MeNU ... .. ittt ittt ittt et iineanen 24
l o Starting A New System ......... oot 25
\

Hardware Configuration ............. .o, 26



3.

SETTING UP THE BUDGET

System Information ........... . o i
Checkbook Information ...........ccoiiiiiiiiiiiiiiiiiinnn,
Budgeting Checkbook #1 ...........cciiiiiiiiiiiiiiiiiennn,
Cash Account for Checkbook #1 .................cccvviiunn..
Budgeting Checkbook #2 ........... ...,
Cash Account for Checkbook #2 ...................ccoviunn..
Editing Checkbook Information ..................ccoiiiiint,
Adding Budget Categories ..........c.covviiiiiiinninnnnnnnn,
Editing Budget Categories ...........coiiiiiiiiiinnnnnnnnnnn.
Replacing Budget Categories ............cccviiiiiineiennnn..

TRANSACTIONS

Splitting Transactions ...........cuiiiiiiiniiieeneennnnnn.
Starting A New Month With An Existing System ...............

NEW DATA DISKS

ClosingaData Disk .......ccovviiiiiiiiniiiiieeieniinnnnnnns
Extending AData Disk ........ccoviiiiiiiieennnnnnnnennnn
Starting ANew Year ..... ...ttt ittt
Changing Data DisksS ......ccoiiiiiiiiiiiiiiiiiinnaneennnnnns

PRINTING FUNCTIONS

GraphS o e e e
Printed Reports ...ttt ittt

Printing Checks & Activity Reports...........................

Printing Checks ...ttt

31
34
36
37
39
41
45
47
48
51
53

57
60
62
67
70
73
75
79
83
86

89
91
92
93
95



)

GENERAL REFERENCE

BUDGET SUMMArIY ...ttt eiiiiiaeeeeeannns
TRANSACTIONS SUMMArY ..vvvvttiiiiiieneeeeennnnnnnns
EXTEND SUMMAIY ..ttt it iiiec it e iie s
GRAPHS Summary ........cvviiiiiiiiiiiiiiiineeeenennnnns
PRINTED REPORTS Summary .......couviieeiinnennnennnns
Print CHECKS/ACTIVITY REPORTS Summary ...............
HARDWARE/START NEW SYSTEM Summary ...............
EXIT SUMMaAIY ittt et ettt et ennnn

TROUBLE SHOOTING GUIDE
GLOSSARY

INDEX

WARRANTY INFORMATION

119
120
123
126
127
127
127
128
128

129
133
135
137



)

)



I I INTRODUCTION

Congratulations on selecting THE HOME ACCOUNTANT to be your finan-
cial management program for the Apple Il or Apple Il Plus micro-
computer.*

You have chosen one of the finest, most comprehensive programs available
to individuals who want to harness the power of the microcomputer to give
them a clear, accurate picture of their financial condition at any given time.

Knowing how much money is coming in, and exactly where it is being spent
is important day-to-day information for almost everybody. But it is partic-
ularly vital for any person faced with meeting such financial challenges as a
college education, a down paymentfor a home, or preparing for a comfort-
able retirement.

Carefully tracking income and expenses over a period of time will setup a
bank of historical data to help you make more realistic projections and set

P financial goals which are attainable for you and your family.

\ THE HOME ACCOUNTANT is an extraordinarily powerful and flexible
program. By spending an amazingly small amount of time and effort, it will
help you keep track of all kinds of financial transactions, from the cash in
your pocket to a sophisticated investment portfolio.

In a rapidly changing economy, THE HOME ACCOUNTANT is an impor-
tant tool in helping you spend today’s money wisely, and in helping you
prepare for a brighter financial future.
THE HOME ACCOUNTANT PACKAGE
In this package you should have the following:
1. This user’s guide in a convenient ring binder
2. THE HOME ACCOUNTANT program disk (on the inside front cover)
3. Your HOME ACCOUNTANT warranty card (on the inside back cover)
- 4. An order form for ordering pre-printed checks
\ 5. A customer questionnaire from Continental Software

*Apple Il and Apple 1l Plus are recognized as registered trademarks of Apple
Computer Corporation when used throughout this user’s guide.



It is very important that you fill out the warranty card and register your
purchase of THE HOME ACCOUNTANT with Continental Software. Please
see the instructions which accompany the warranty registration card.

Following the warranty registration procedure entitles you to several
important bonuses. First, Continental Software will extend the guarantee
on your HOME ACCOUNTANT program disk from 90 days to one full year
from the date of purchase. Second, you become entitled to one full year of
service from our Customer Support Group. Finally, (and mostimportantly)
should our programmers come up with corrections or enhancements to
THE HOME ACCOUNTANT, registered owners will receive these updates,
and accompanying documentation, for one year at no additional charge.

If you wish to have THE HOME ACCOUNTANT print checks for you, you
will need to order specially formatted checks from:

NEBS CHECKS TO GO
78 Hollis Street 8384 Hercules St.
Groton, MA 01470 P.O. Box 425

(800) 225-9550 La Mesa, CA 92041
Checks used with (800) 854-2750
THE HOME ACCOUNTANT In California:

are series 9022. (800) 552-8817

HARDWARE REQUIREMENTS

To operate THE HOME ACCOUNTANT you will need:

a. An Applell, Applell Plus, or Apple lle microcomputer with at least 48K
of RAM (Random Access Memory) and Apple DOS (Disk Operating
System) 3.3

b. Applesoft in ROM (Read Only Memory)

c. Atleast one disk drive (a second drive is optional, but is highly recom-
mended)

d. A video display screen

e. An 80-column or 132-column printer with either a standard Apple
parallel or serial interface card. (A 132-column printer is necessary for
some reports.)

*THE HOME ACCOUNTANT has been successfully tested by Continental Software Co. and by
Apple Computer, Inc. The Customer Support Department will support Apple lle users. But
please note: you must enter all data using upper case characters. THE HOME ACCOUNTANT
program does not recognize or respond to lower case keyboard inputs.
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In addition to THE HOME ACCOUNTANT program disk, you will need at
least one blank diskette to be used as your ‘“data disk.” It is a good idea to
always make backup copies of your data disks.

HOME ACCOUNTANT CAPABILITIES

By using different data disks, you can set up an unlimited number of
separate accounting systems from your single HOME ACCOUNTANT pro-
gram disk. For example, you may want to set up a system for your own
household, and then set up an additional system for a friend or relative.

Each system can be as simple or complex as you like. Remember, THE
HOME ACCOUNTANT is designed to be flexible enough to meet your
individual needs. You can design a HOME ACCOUNTANT system to do
everything from simply keeping your checkbook, to monitoring an inte-
grated flow of cash, checks, credit cards, assets, liabilities, income, and
expenses.

Each HOME ACCOUNTANT system has the capability to:
1. Define up to 100 budget categories

2. Monitor transactions for cash, checkbooks, credit cards, income,
expenses, other assets and liabilities

3. Flag any transactions to be recalled for tax purposes

4. Search and display single or multiple transactions by date, check
number, payee, amount, budget category, memo, or any combination
of these items

5. Extend transaction records over multiple diskettes (approximately
1000 per disk)

. Keep track of up to five checkbooks
. Maintain a separate cash account for each checkbook

. Handle automatic monthly transactions (up to five per checkbook)

© © N O

. Have an individual transaction be split or spread over several budget
categories

10. Reconcile bank statements quickly and easily
11. Print checks, if desired
12. Print the following reports:

a. Year’s budget or actual activity

b. Balance Sheet

c. Net Worth Statement

INTRODUCTION 3



d. Income and Expense Summary

e. A Comparative Balance Sheet comparing the current standing with
a projected budget or prior period

f. A Comparative Income and Expense Summary

g. Activity Reports for all transactions or for transactions in a given
budget category

h. Special reports by “field,” e.g., all checks written to a certain party
or payments to a specific category

13. Create three kinds of graphs for any budget category:
a. Bar Graphs compare budget amounts to actual expenses

b. Line Graphs give a point-to-point plot of actual expenditures for up
to three categories at a time. (For users with color video displays,
each budget category is plotted in a different color.)

c. Trend Analyses allow the use of linear regression on transaction
data to show the historical trend of any category. (For users with
color screens, the point-to-point plot and the trend plot are dis-
played in different colors.)

HOW TO USE THIS GUIDE

Don’t worry if you don’t know how to “boot up,” or if words like “initial-
ize” and “DOS” send you diving for cover. This guide was designed for
first-time users. If you read it carefully and follow the step-by-step instruc-
tions, you'll be running THEHOME ACCOUNTANT like a pro very quickly.

The next section, the System Overview, explains the inner workings of THE
HOME ACCOUNTANT. Itisimportant for you to understand how informa-
tion flows in the system in order for you to make maximum use of THE
HOME ACCOUNTANT’s extensive capabilities.

After the System Overview, the Tutorial (Sections 2 through 6) gives step-
by-step instructions for setting up a HOME ACCOUNTANT system, creat-
ing budget categories, entering transactions, starting new data disks, and
graphing and printing reports. A review of each of these functions is
presented in the Section 7, General Reference. Once you have a HOME

TACCOUNTANT system up and operating, this section should serve as a
_quick reference. Should you need a more detailed explanation of a partic-
ular feature, you may refer back to the step-by-step instructions.

The Trouble Shooting Guide should help you solve any problems or diffi-
culties you may encounter. If a particular problem is not addressed here,
and if you have faithfully followed the instructions in this guide, and you
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f are still having trouble, please do not hesitate to contact the Customer
Service group at Continental Software. When writing to Continental Soft-
ware, be sure to include your full address, telephone number, and the
serial number for your copy of THE HOME ACCOUNTANT.

Finally, to take the sting out of computer “buzzwords” we’ve included a
Glossary. Words defined in the Glossary are enclosed in quotation marks
the first time they appear in the text.

Even if you’re a very experienced user, we recommend you take time to
read the System Overview and go through the step-by-step instructions.
They present a “hands-on” explanation of all THE HOME ACCOUNTANT
features, with a lot of suggestions and tips on how to avoid problems when
you are setting up your own system.

WHAT YOU NEED TO KNOW

Though this instruction manual is designed for beginners, you have to start
somewhere. It is assumed your computer, video display, drive(s), and
- printer are connected and ready to go. If your hardware is still in boxes,
\ please refer to the instruction manuals which accompany each system
component, or ask your dealer for assistance.

You need to know how to turn on the computer, the video screen, and the
printer. Remember that each has its own independent power supply.
Turning on the video screen will not turn on the computer, or vice versa.
(You’ll have to turn them off separately as well.)

You will need to know which slot in the Apple contains your printer
interface card. (It usually goes in slot 1.) You will also need to know if your
printer interface is parallel or serial. Check the manual that came with your
printer or the interface card itself if you are not sure which type you have.

Your drive controller card is usually in slot 6 of the Apple. If you are using
two drives they should use the same controller card. THE HOME
ACCOUNTANT will not utilize more than two disk drives.

Please be aware of these important points:

DO’s

1. DO spend some time studying the manual before you try operating
~ THE HOME ACCOUNTANT.

\
2. DOreadin advance the notes and advice given in the Troubleshooting
Guide.

3. DO have an extra disk to become the backup copy for your data disk.
Having backup copies of disks is your only protection against having
the original damaged or lost.

INTRODUCTION 5



4. DO backup your data at regular intervals! To do this, use the COPYA
program from your Apple DOS 3.3 System Master disk (or any equiva-
lent copy program).

5. DO be sure to follow the warranty registration procedures which
accompany your Continental Software Warranty Registration card. We
will not be able to assist you or keep you updated about program
enhancements if you are not a registered HOME ACCOUNTANT
customer.

6. DO remember you will not need to press RETURN after most single
character menu selections. However, RETURN is usually required after
entering new information. If your system just sits idle for a long time,
you probably forgot to complete your entry with RETURN.

7. DO remember to exit the program properly by selecting option #9
ExiT from the Main Menu.

DO NOT’s

1. DO NOT exit from THE HOME ACCOUNTANT program except as
directed.

2. DO NOT press the RESET key or turn off the power at any time during
Tﬁe_ofpe’r;fllé;mrogram DO NOT remove any diskette except as
"directed. Doing any of these may resultin losing data or in ““crashing” a
disk. Having backup copies of your data disks is your only protection.

3. DO NOT use a “write protect” tab on either your HOME ACCOUN-
TANT program diskette or on your data diskette. A write=protect tab
“prévents you from writing any information onto a particular disk, and
as you set up your system, you will need to give THEHOME ACCOUN-
TANT some information about your hardware. Thisinformation will be
written and stored on the program disk.

6 THE HOME ACCOUNTANT
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System
Overview

SYSTEM OVERVIEW

The overall purpose of THE HOME ACCOUNTANT is two-fold:

First, it allows you to see how much money is being earned, (including
invisible earnings such as home equity), and to track where this money is
being spent.

Second, THE HOME ACCOUNTANT gives you the opportunity to project
how much money will be spent or earned, and then to see how close your
predictions were to the actual amounts. This helps you better prepare
budgets and manage your financial resources.

To do this, THE HOME ACCOUNTANT program is divided into nine sepa-
rate modules. Each module performs a specific function, but all the
modules interrelate to one another to make up the whole program. The
flow chart presented in Figure 1should help you see how all of the modules
fit together.

THE BUDGET MODULE

Because the BUDGET Module is really the core of THE HOME ACCOUNT-
ANT, we will treat it first.

The BUDGET Module is designed to let you set up as many as one hundred
different budget categories through which you may keep track of transac-
tions. Individual transactions are entered in the TRANSACTION module.
When you enter a transaction, THE HOME ACCOUNTANT will prompt you
for a budget category to assign it to.

It should be emphasized that it is not necessary to set up an elaborate
budget in order to use THE HOME ACCOUNTANT. If you want to use the
program to simply keep track of your checking account, you only need to
set up two budget categories: a checkbook, and a corresponding cash
account.

Additional budget categories allow you to keep running totals for
expenses, various sources of income, values of assets, and the amounts
owed on particular debts and long-term liabilities. This information forms
the basis for a year-end report which summarizes your total income, total
expenditures, and your net worth.
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1. ENTER CHECKS/DEPOSIT
2. SEARCH/EDIT
( — 1. CHECKBOOK 3. RECONCILE BANK
b 4. AUTOMATIC TRANSACTIONS
5. MENU

1. ENTER PURCHASES/RETURNS
— 2. CREDIT CARD -———E 2. SEARCH/EDIT

3. MENU
r— 1. TRANSACTIONS —

[~ 1 ENTER PAYMENTS/RECEIPTS
— 3. CASH C 2. SEARCH/EDIT
3. MENU

— 4. START NEW MONTH

— 5. SELECT PERSON/CHECKBOOK
— 6. SELECT DIFFERENT DISK

— 7. MAIN MENU

BAR

. LINE

. TREND ANALYSIS
. MAIN MENU

— 1. BUDGET/ACTUAL———E
MAIN _|
ENU | — 2. PERSONAL BALANCE SHEET

}— 3. PRINT REPORT —
— 3. INCOME & EXPENSE ———E

L— 4. MAIN MENU

1. CHECK ACTIVITY REPORT
— 1. CHECKBOOK/PRINT CHECKS —E 2. PRINT CHECKS
3. MENU

— 2. GRAPHS

A wWN =

PRINT BUDGET
PRINT CATEGORIES
ACTUAL

MENU

Hwn -

PRINT MONTH ONLY
COMPARE TO BUDGET
COMPARE TO LAST MONTH
MENU

N
swno

-

. PRINT MONTH
PRINT RANGE OF MONTHS
MENU

wn

— 2. CREDIT CARD

L — 3. CASH

— 4. ALL (1-3)

l— 5. SELECT PERSON/CHECKBOOK
— 6. SELECT DIFFERENT DISK

'— 7. MAIN MENU

— 4. PRINT CHECKS/ =
ACTIVITY REPORT

1. ADD CATEGORIES
2. EDIT CATEGORIES
3. REPLACE CATEGORIES
b— 5. BUDGET 4. CHECKBOOKS
5. SYSTEM INFORMATION
6. NEW SYSTEM
7. MAIN MENU
l— 6. EXTEND DATA DISK
|— 7. START NEW YEAR
| — 8. HARDWARE/START NEW SYSTEM
{ L 9. EXIT

Figure 1. System Overview
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System Overview continued

THE HOME ACCOUNTANT uses five broad budget categories. They are: -

Assets: Anything of value that you own, such as real estate, cars, fine
jewelry, stocks, or savings accounts. Checkbooks and cash accounts are
also assets.

Credit Cards: Bank cards, such as VISA or Mastercard, gasoline or depart-
ment store credit cards. (Credit cards are a type of liability.)

Liabilities: A debt you legally (or morally) owe. A liability is different from
an expense in that it is usually along term obligation which is paid at regular
intervals. Most loans or mortgages are liabilities, as are payments for ali-
mony or child support.

Income: Any source of revenue you have, such as a salary or hourly wage,
dividends, gifts, tips, or interest earned on savings accounts or other in-
vestments.

Expenses: Any expenditures you make which are not liabilities. Examples
include rent, food, utilities, interest on loans or credit cards, gasoline, or
entertainment.

Creating a budget category can be as simple as determining its type (asset, -
credit card, liability, income or expense), and giving it a name. You do not

have to enter either a beginning balance or monthly estimates for any

budget category.

However, when setting up the budget, the program will prompt you for a
“beginning actual” figure for each budget category. This figure is the
current value of an asset or the current amount owed on a liability. For
assets, the beginning actual is how much that asset is worth at the time the
system is started. For a checkbook (which is considered an asset), the
beginning actual would be the current balance of the checking account at
the time you start your HOME ACCOUNTANT system.

For liabilities, the beginning actual is the amount owed on that liability at
the time you start the system. With credit cards (also liabilities), this figure is
determined by the current balance (the amount you owe) on the card.

With income and expense categories, the beginning actual is usually zero.

If you think about it, at the beginning of a year you have no starting income

and no expenditures. Income and expenses are generated over time, but

they do not carry cumulative balances. The only time you would want to

enter a beginning actual foran expense orincome category iswhen you are —
starting a HOME ACCOUNTANT system in the middle of your fiscal or )
calendar year, and you want to include your income and expenses to date

in the year-end totals.

After you enter the beginning actual for a category, the program asks for
month-by-month budget figures. This is where you enter your estimates of
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earnings or expenditures for each category. These figures are anticipated
end-of-month totals. The budgeted amounts for assets are how much you
expect the asset to be worth at the end of each month. For liabilities and
credit cards, this is how much you expect to owe at the end of each month.
For income and expense categories, this is how much you expect to have
earned or spent at the end of each month.

If you do not wish to enter budgeted amounts, you may simply enter zeros.
However, one of the features of THEHOME ACCOUNTANT is the ability to
compare budgeted figures with actual figures. This comparison is moni-
tored in the Difference column for each budget category. The Difference
column shows the actual amount less the budgeted amount. When you first
enter budgeted amounts, the figures in the Difference column will all be
negative. This is because no actual amounts have been entered yet via the
TRANSACTIONS Module. As actual transactions are recorded for each
category, the Difference column will be updated automatically.

THE TRANSACTIONS MODULE

The TRANSACTIONS Module is the module through which datais entered
into THE HOME ACCOUNTANT. It is from here that checkbook, credit
card, and cash transactions are recorded and assigned to individual budget
categories. This module also contains the START NEW MONTH routine,
which increments the months as you go along. There is also a Search/Edit
feature that allows you to bring up each individual transaction, and make
any necessary corrections or changes. This section also contains the “auto-
matic transaction” feature, and the “split transaction” routine.

Automatic transactions are transactions that occur every month. A rent
payment would be an example. THE HOME ACCOUNTANT allows you to
enter up to five automatic transactions for each checkbook. At the begin-
ning of each new month these transactions will be automatically recorded.
This relieves you of the task of entering them manually each month.

The split transaction routine allows you to assign a single check to more
than one budget category. A mortgage payment on a house is a good
example. This paymentshould really be divided into two categories: princi-
pal and interest. The split transaction feature allows you to write one check,
but assign the principal to a liability budget category and the interest to an
expense category. A transaction can be split over an unlimited number of
categories, but the total of the splits should equal the amount of the initial
transaction.

Figure 2illustrates how different types of transactions affect balances in the
different types of budget categories. The chart is based on transactions
occuring from one account to a differentaccount. In the first column, if you
write a check from one checkbook to another checkbook, the balance of

sysTem overview 11



System Overview continued
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the first checkbook would decrease, while the balance of the second
checkbook would increase. The chart reflects the effect on the balance of
the second checkbook.

Or, consider the example of writing a check to pay a credit card bill. The
balance of your checkbook would decrease, and the balance of what you
owe on the credit card would decrease as well. If you wrote another check,
but decided to cash it, your checkbook balance would still decrease, but
your cash balance would increase. More specificexamples on how to enter
transactions and how they interrelate to one another are given in both the
Tutorial (Sections 2 through 6) and in Section 7, General Reference.

THE GRAPHING MODULE

The GRAPHING Module is divided into three sections: bar graphs, line
graphs, and trend analysis. The bar graph will display a comparison
between budgeted amounts and actual amounts for a specific budget
category. The line graph represents a point-to-point plot of the activity for
any given category. A trend analysis graph not only shows a point-to-point
plot of activity for a category, but also displays a linear regression line
showing its historical trend.

Graphs should be plotted at the end of a month’s activity, and should
contain a minimum of two months of data.

Each kind of graph can be saved to a disk for printing later if your printer has
graphing capabilities. THE HOME ACCOUNTANT will not print graphs.
Additional graphics software, which varies with individual printers and
interface cards, is required for this.

THE PRINTED REPORTS MODULE

The PRINTED REPORTS Module is very comprehensive. THE HOME
ACCOUNTANT will print budget reports consisting of the names and
numbers of budget categories, budgeted amounts, and actual amounts. It
will print a personal balance sheet, detailing your assets and liabilities, and
will produce a net worth statement. The amounts in the personal balance
sheet can be printed for one month, a range of months, or you can compare
budget to actuals for either one month or a range of months.

THE HOME ACCOUNTANT will also generate an income and expense
summary with budget to actual comparisons. The income and expense
summary also contains a column for percentages. These percentages
represent the actual activity of income and expense categories compared
to the total income. The only thing this module won’t do is print a check
register report, which is performed by the next module.

SYSTEM OVERVIEW 13



System Overview continued

THE PRINT CHECKS/ACTIVITY REPORT MODULE

This section will allow you to print out all of the transactions that have been
entered into the system. The system will also allow you to specify (or “flag”)
certain items as print criteria. For example, you can print out all of the
deposits which were written to an income catgory on a specific date; or all
of the checks that are tax deductible; or all the transactions for a certain
credit card.

This extremely powerful feature allows you to tailor reports to fit your
particular needs. This module will also print checks on specially pre-
printed forms. (A sample blank check is enclosed with this package). Again,
the ability to specify certain search criteria applies. The program will also
print out the address of the payee as well as a memo on the check and on
the check stub.

THE START NEW YEAR MODULE

The START NEW YEAR module is what prepares THE HOME ACCOUNT-
ANT to start a new year. When you reach the end of your fiscal or calendar
year, you will be prompted to run this module. THE HOME ACCOUNTANT
will prepare a new data disk, onto which all of the outstanding checks and
the activity for each budget category from the previous year will be
transferred.

THE EXTEND MODULE

The EXTEND function is almost identical to START NEW YEAR except that it
is usually executed before the end of the year is reached. Remember thata
data disk is limited to holding roughly 1,000 transactions. As the disk fills up,
THE HOME ACCOUNTANT will prompt you on what to do to create anew
data disk.

As you attempt to leave the TRANSACTION module (which is where you
will first receive the “disk full” message), the program will begin to work on
your data disk. When you return to the Main Menu and choose the Extend
Data Disk option, the program will ask for a copy of the disk to be extended.

From the copy, THE HOME ACCOUNTANT will delete all the Cleared
transactions and will retain the ones flagged as being not Cleared. This will
create new space on the disk, while maintaining current category balances
and uncleared check information. You also have the option to remove all
transactions, regardless of their cleared status.
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THE HARDWARE/START NEW SYSTEM MODULE

This module encompasses the hardware information that applies to your
particular system, and also contains the program for starting up a brand
new system from the very beginning.

When you select the HARDWARE/START NEW SYSTEM option from the
Main Menu, you will be asked if you are starting a new system. The
Hardware Configuration page will appear whether you answer either “yes”
or “no.” Youwould answer “no” if you wanted to continue with an existing
system, but wanted to inform THEHOME ACCOUNTANT aboutchangesin
your hardware configuration. You would answer “yes” if you wanted to
start a new HOME ACCOUNTANT system.

The most technical part on the hardware configuration page is under-
standing the “ASCII codes” for your printer. Every character on the Apple
keyboard has a decimal, or ASCII value. The value of the letter “A” for
example, is 65. The value of “B’is 66. Even a strange character like a
Control-O (holding the CTRL key down and pressing the letter O at the
same time) has an ASCII decimal value (15).

Some of the reports on THE HOME ACCOUNTANT (all the Activity and
Budget/Actual reports) require 132 columns of print. If your printer can use
14”-wide paper this is not problem. However, if you are limited to using
only standard 8.5” by 11" paper, and if your normal printsize is 10 characters
per inch (CPI), your maximum column size is 80.

To print 132-column reports on 8.5”-wide paper, you will need to increase
CPI by decreasing the print size. The makers of most printers realized the
need for printing 132 columns on 8.5” by 11" paper, and gave their printers a
compressed print feature. Using certain commands, the print size can be
changed to accommodate 132 columns.

On most printers this compressed print mode is accessed by striking a
cetain control code. These codes are unique to individual printer makes.
For example, the code for causing the Epson MX-80 printer to switch to
compressed print is CONTROL-O. The decimal (ASCII) value for this code
is 15, so that is what you would enter for field D on the hardware configura-
tion page.

The fields D through H on the hardware configuration page are where
codes are input for switching printers into this compressed print mode. Five
letters for each type of print size are given because some printers require
more than one code. (These fields will be explained in the Tutorial.)

The second set of fields, | through M are where the decimal values of the
control codes for switching back to 80 column print are assigned. This is
required because the printer has to be able to go back to regularsize print.
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System Overview continued

EXITING THE HOME ACCOUNTANT

It is extremely important to always finish working with THE HOME
ACCOUNTANT by selecting the EXIT option from the Main Menu. Failure
to exit properly can result in lost data . . . or worse!

* * * * *

We hope this overview gives you a better picture of how THE HOME
ACCOUNTANT works. Now, the Tutorial (Sections 2 through 6) will help
you learn the mechanics of running the program.
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Setting Up
the System

Setting up a HOME ACCOUNTANT system involves three tasks:
1. Defining budget categories and gathering your materials for input.
2. Preparing (“initializing”’) a data disk.

3. Giving THE HOME ACCOUNTANT information about your hardware
configuration.

Once you have done these tasks, you will be ready to enter the budget
categories and amounts into the computer. When the budget is complete,
you will be ready to enter actual transactions.
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Budget
Categories

77—

{

Remember, a detailed budget is not required, but you will be able to take
full advantage of THE HOME ACCOUNTANT’s capabilities only if you take
the time to set one up. On the bright side, you will only need to create a
budget one time for each HOME ACCOUNTANT system. Thereafter, you
should be able to stay financially up-to-date by spending less than an hour
per month with the program. If you're interested in using THE HOME
ACCOUNTANT then you probably know something about “return on
investment.” We are confident your investment in setting up the system
will really pay off.

Setting up the budget categories means gathering all the financial informa-
tion available to you. This involves finding and organizing all of your
financial records, such as checkbooks and old checks, copies of monthly
bills, insurance premiums, security statements, and income sources. You
may want to separate interest and principal payments for outstanding
loans, and you will need to spend time listing your assets, as well as thinking
about the rates at which they are increasing or decreasing in value.

- The key question to keep in mind as you set up your budget is: “Whatdo |
\ want to keep track of?”

As was mentioned in The System Overview (Section 2) THE HOME
ACCOUNTANT uses five broad budget categories. They are:

1. ASSETS: Assets are things of value that your own. Examples are:

Checkbooks Cash

Real estate A business

Furniture Jewelry

Stocks Your computer

Bonds Current value of your
Autos Profit sharing, pension
Art or IRA plan

Assets rarely retain the same value. As you create your budget categories,
think about the rates at which your assets are increasing or decreasing in
value. This usually relates to such economic indicators as the inflation rate
or the prime interest rate.

2. CREDIT CARDS: This category is straightforward. Examples of credit

r cards are:

VISA Department store cards
Mastercard American Express
Gasoline cards Diner’s Club

Carte Blanche
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Budget Categories continued

You may want to create a separate expense category for any interest you
might pay on your credit cards. You may also wantto flag certain credit card
transactions which are for business expenses, medical expenses, or other
tax deductible items.

3. LIABILITIES: One definition of a liability is any long-term debt you
legally or morally owe. Liabilities are different from expenses in that
they are usually long-term or amortized obligations paid at regular
intervals. Examples are:

Car loan Alimony
Mortgage Child support
Any other kind of loan

4. INCOME: Income is another simple category. Income refers to any
source of revenue you have. Examples might be:

Your salary or wages Gifts

Spouse’s salary or wages Tips

Interest earned on money Consulting fees
market funds or savings
accounts

5. EXPENSES: Expenses are any expenditures you make which are not
liabilities. Examples include:

Rent Entertainment
Food Clothing
Utilities Gasoline
Interest paid on loans Repairs
Interest paid on credit cards  Laundry
Child care

It may help to look through your checkbook to develop your list of
categories.

Budget categories can be further broken down by using memos. For
example, you may want to create just one budget category for utilities, but
separate gas, electricity and water expenses by using the memo field.
However, in using the Graphs or Printed Reports modules, only the total
utility figure will be shown. (The exception is the Print Checks/Activity
Report module where you may specify a report to be printed based on the
memo field.)

As you work through the step-by-step instructions given here and in the
following four sections, we have determined budget categories for you.
You will not need to create your own categories until you are ready to start
your own HOME ACCOUNTANT system.
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Initializing a
Data Diskette

You will need to prepare a separate, blank disk to become your data
diskette, even if you are only using one disk drive. The process of preparing
a disk to receive information which can be read by the computer is called
“initializing.”

a. Make sure the Apple power switch is off.

b. Turn on the power to your video screen.

c. Insert your Apple DOS 3.3 System Master in drive 1.

Lift open the door to the disk drive. Holding the disk with the label side up,
and with your thumb on the label, carefully slide the diskette “feet first”
into the drive. Close the door until it clicks shut.

d. Turn on the power to the Apple.

The system will whir and hum, and the red light on the disk drive willgo on,
indicating the drive is engaged. In a few seconds the light will go out and
the whirring will stop.

The screen will read something like:

DOS VERSION 3.3
APPLE Il PLUS OR ROMCARD SYSTEM MASTER

The “cursor” will be flashing after the “Applesoft prompt” which looks like
this: ].

NOTE: If you are using a two-drive system please skip to the
appropriate section below.

Initializing With a One-Drive System
e. Remove the System Master diskette from the drive and replace it with a
new, blank diskette.
f. Type: NEW (press RETURN)
INIT HELLO (press RETURN)

Again the system will hum, and you may hear some startling noise coming
from the drive. This is the sound of a disk being written on for the first time.
Wait for the humming to stop and for the cursor to start blinking again.

g. At the cursor, type: DELETE HELLO (press RETURN)

SETTING UP THE SYSTEM
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Initializing a Data Diskette continued

Initializing With a Two-Drive System

e. Place your new, blank diskette in drive 2.
f. Type: NEW (press RETURN)
INIT HELLO, D2 (press RETURN)

Drive 2 will start humming and whirring and you will hear some strange
noises. This is the sound of a disk being written on for the first time. Wait for
the humming to stop, and for the cursor to start blinking again.

g. At the cursor, type: DELETE HELLO,D2 (press RETURN).

Now you have an initialized disk which is ready to receive data. Initializing
completely erases a disk, so be careful not to initialize a disk which may
contain information you will need later.

Deleting the “hello” file leaves more room on the disk for transaction data.
Also, when starting a new system, THE HOME ACCOUNTANT will not
accept disks which contain any HOME ACCOUNTANT data files. This is to
prevent you from accidentally destroying important data.
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‘““‘Booting Up”’

If you are using a one-drive system, remove the newly initialized disk and
replace it with THE HOME ACCOUNTANT program disk. If you are using a
two-drive system, leave the program disk in drive 1 and the data disk in
drive 2.

a. “Boot” THE HOME ACCOUNTANT program disk.

You may boot by typing: PR#6 and pressing RETURN (provided your drive
interface card is installed in Slot 6 of the Apple). If the card is not in Slot 6,
boot by typing: PR#x where x is the slot number which correponds to the
drive controller card’s location.

Or, you may “cold start” the system (turn the power on) with THE HOME
ACCOUNTANT program disk placed in drive 1.

When you boot up, the HOME ACCOUNTANT title page and copyright
notice will appear. Then THE HOME ACCOUNTANT “banner screen” will
appear briefly, and finally, Screen 1 The Main Menu will be displayed.

/_—
NOTE: If you are using an Integer Apple with an Applesoft ROM card
you must first boot up your Apple DOS 3.3 system master disk. When
the Applesoft prompt appears (]), replace the system master disk with
THE HOME ACCOUNTANT program disk. Boot THE HOME ACCOUNT-
ANT by typing PR#x as described above.

-
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The
Main Menu

a. Study Screen 1 The Main Menu.

Notice there are nine menu options. Each option refers to a specific HOME
ACCOUNTANT module. The modules should look familiar to you since
they were presented in The System Overview (Section 2).

THE HOME ACCOUNTANT isa menu-driven program. When you selectan
option from the Main Menu, and the sub-menu will appear showing the
various functions for the module you selected. If at any time you become
lost, you may work your way back to the Main Menu by repeatedly select-
ing the EXIT or MENU options. Once you return to the Main Menu you may
retrace your steps forward in the program.

r—_( ** THE HOME ACCOUNTANT **

V. X.XX
MAIN MENU

. TRANSACTIONS

GRAPHS

. PRINTED REPORTS

. PRINT CHECKS/ACTIVITY REPORT
BUDGET

. EXTEND DATA DISK

. START NEW YEAR

. HARDWARE/START NEW SYSTEM
EXIT

CONOO LN

ENTER SELECTION (1-9)

|

_
y,

Screen 1. The Main Menu
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Starting a
New System

When you are using THE HOME ACCOUNTANT for the first time, or when
you wish to create a new HOME ACCOUNTANT system, you must always
begin with Option 8 HARDWARE/START NEW SYSTEM from Screen 1 The
Main Menu.

You will also use this option when you need to inform THE HOME
ACCOUNTANT about changes in your hardware configuration, even
though you wish to continue with a previously started system.

NOTE: If you are starting asecond HOME ACCOUNTANT system,
if you do not proceed through to START NEW MONTH in Transac-
tions, your second HOME ACCOUNTANT system may destroy or
alter the original system.
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Hardware
Configuration

In order to work properly, THE HOME ACCOUNTANT needs certain
information concerning your hardware configuration. You will need to
provide answers for each ‘““data field.”

a. Type the number 8 to select the HARDWARE/START NEW SYSTEM
option.

Since this is a single character menu selection, you will not need to press
RETURN.

Your selection will appear in “inverse video” on the screen and the bottom
of the screen will instruct you to:

PRESS 'R’ TO RUN OR X' TO CANCEL

b. To proceed, type the letter R.

You will be asked:

DO YOU WISH TO START A NEW SYSTEM?

c. Press Y for “yes.”

You will then be asked:

ARE YOU SURE YOU WANT TO DO THIS?

d. Press Y for “yes.”

You will then be asked:

DO YOU HAVE AN INITIALIZED DISK?

e. Again answer Y for “yes”.

Screen 2 — The Hardware Configuration Page will appear.
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** HOME ACCOUNTANT ** ﬁ

HARDWARE CONFIGURATION
. A PRINTER SLOT# 1
/' B S)ERIAL OR P)ARALLEL CARD? P

C SUPPRESS LINE FEED? (Y/N) N

ASCIl CODE(S) FOR 132-COLUMN FORMAT
D 15 EO FO GO HO

ASCIl CODE(S) FOR 80-COLUMN FORMAT
118 Jo K0 LO MO

N NUMBER OF DRIVES IN SYSTEM 2

LETTER TO EDIT (A-N)
(X)CANCEL (P)PRINT (R)RECORD

NTER SELECTION
- )
\_ Y,

Screen 2. Hardware Configuration Page

Screen 2 — The Hardware Configuration Page shows the configuration
information for the Epson MX-80 printer and a two-drive system. The
cursor will be flashing at the bottom of the screen after the words ENTER
SELECTION.

Field A: This is asking for the slot number in the Apple which contains your
printer interface card. This is usually slot #1. (If you are not using a printer,
enter a zero in this field.)

Field B: This is asking whether your printer interface card is parallel or
serial. The letter P is used to specify a parallel card and the letter Sis used to
specify a serial card.

Field C: This is asking if you need to have THE HOME ACCOUNTANT
refrain from sending a line feed signal after a carriage return. If your printer
does not execute a line feed after receiving a carriage return, then you
would answer “N” for NO, so that THEHOME ACCOUNTANT would issue
the line feed. The usual answer is NO. If your printer issues its own line
feed, then you would answer “Y” for YES, because you don’t need the
program to send a line feed.
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Hardware Configuration continued

Fields D through M: This is where you need to enter the proper ASCII —
codes for your particular printer. Please refer to the chartin Figure 3 for the
correct responses. Pressing RETURN is the same as entering a zero. If your
printer is not listed, here are some guidelines:
a. If you are using a letter-quality daisy wheel printer, enter codes for
printing 10 characters per inch (CPI) in fields D through M.
b. You may select either 8.5” or 14” paper width. If you wish to specify 14"
wide paper, enter the codes for printing 10 characters perinch in fields
D through M.
You may refer to your printer manual for help in selecting the right codes,
but wait until you try the simple print test on the following page.
PRINTERS 132” COLUMN 80” COLUMN
812" OR 14"
MAKER MODEL D E F GHOR D E F G H I J K L M
EPSON MX-100 5 0 0 0 O 18 0 0 0 O 18 0 0 0 O
EPSON MX-80/FT 5 0 0 0 O NA 0 0 0 O 18 0 0 0 O
EPSON MX-70 0 0 0 0 O NA — — — — 18 0 0 O A,
Tl 810/820 27 55 0 0 O 27 54 0 0 O 27 54 0 0
IDS 445 31 0 0 0 O NA — — — — 29 0 0 0 O
IDS 460 31 0 0 0 O NA — — — — 299 0 0 0 O
IDS 560 31 0 0 0 O 29 0 0 0 O 29 0 0 0 O
ANADEX 9501 24 20 0 0 O 24 18 0 0 O 24 18 0 0 O
NEC 8023A 27 8 0 0 O NA — — — — 2778 0 0 O
OKIDATA M-80 29 0 0 0 O NA — — — — 30 0 0 0 O
OKIDATA M-82A 299 0 0 0 O NA — — — — 30 0 0 0 oO.
OKIDATA M-83 29 0 0 O 30 0 0 0 O 30 0 0 0 O
OKIDATA M-84 29 0 0 O 30 0 0 0 O 30 0 0 0 O
MPI 88 27 31 0 0 O NA — — — — 27 28 0 0 O
MPI 99-G 37 0 0 0 O NA — — — — 28 0 0 0 O
C.ITOH COMET 2 0 0 0 O NA — — — — 25 0 0 0 O
C.ITOH 8510/
PROWRITER 27 81 0 0 O NA — — — — 2778 0 0 O
C.ITOH PROWRITER 2 27 81 0 0 O NA — — — — 27 78 0 0 O
CENTRONICS 737 27 20 0 0 O NA — — — — 27 19 0 0 O
CENTRONICS 739 27 20 0 0 O NA — — — — 2719 0 0 A==
4
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Field N: This field is asking how many drives you are using (1 or 2).

f. Study the Screen 2 The Hardware Configuration Page and determine
which fields need to be changed for your particular system.

g. Type the letter of the first field you wish to edit.
The cursor will move to that field.

h. Type the new information and complete the entry by pressing
RETURN.

The cursor will return to the bottom of the screen. You may now select
another field to edit by typing its letter.

Use the backspace key (<) to correct any typing mistakes you make before
you press RETURN. If you notice an error after you press RETURN, correct
it by re-entering the information for that data field.

When all the information is correct for your system you will need torecord
this new data. However, before you press R for Record, try a simple print
test.

i. Turn on your printer, and type the letter P.

This instructs your printer to print what appears on the screen. If all goes
well, your printer should generate a “hard copy” of Screen 2.

If the entire screen is over-printed on a single line, you probably answered
field Cincorrectly. If you answered Y in field C, change your answer to N
and try again.

If nothing happens, or if the screen is not properly printed, consult your
printer manual to see if you have entered the correct ASCII codes in fields
D through M. Also, check to see that you have properly indicated the type
of printer interface card you are using (parallel or serial).

Remember, if you are not using a printer, enter a zero as the printer slot
number in field A.

When the hardware configuration entries are correct:

j. Type the letter R to record the information.

The computer will whir for a few seconds and Screen 1 The Main Menu will
appear.

NOTE: If you have changed your hardware configuration, but you
wish to continue with an existing HOME ACCOUNTANT system,
answer N (for “no”) to the question, “DO YOU WANT TO START
A NEW SYSTEM?” This will bring up Screen 2 The Hardware
Configuration Page. Enter the new hardware information and
record it. The program will then return to Screen 1 The Main
Menu.
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Setting Up
the Budget

If you are setting up a new system, Option 5 BUDGET will be flashing on the
Main Menu (Screen 1).

a. Type the number 5 to proceed to the Budget Menu.

Again, THE HOME ACCOUNTANT will ask you to press R to run the budget
option, or to press X to cancel your budget request.

b. Type the letter R to run the Budget option.

You will receive the message:

NOW LOADING
BUDGET

Then Screen 3 The Budget Menu will appear. Option 6 START NEW SYSTEM
will be flashing.

g 3
o )

** HOME ACCOUNTANT **
BUDGET

. ADD CATEGORIES

. EDIT CATEGORIES

. REPLACE CATEGORIES
. CHECKBOOKS

. SYSTEM INFORMATION
. START NEW SYSTEM

. MAIN MENU

NONHWN =

ENTER SELECTION (1-7)

o — )

Screen 3. The Budget Menu
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c. To start entering new budget information, select option 6.

You will receive the message:

REMOVE ANY DISK FROM DRIVE #X
AND INSERT BLANK INITIALIZED DISK
PRESS ANY KEY WHEN READY.

PRESS <<ESC>> TO ABORT PROCEDURE

* If you are using a one-drive system you will be instructed to remove any
disk from drive #1 and insert a blank initialized disk.

If you are using a two-drive system you will be instructed to remove any
disk from drive #2 and insert a blank initialized disk.
d. Insert your data disk in the proper drive and press any key to continue.

NOTE: Remember you must have a completely blank initialized
disk. If your disk contains any HOME ACCOUNTANT data files,
this message will keep returning.

After you press any key, THE HOME ACCOUNTANT will proceed with
preparing the disk to receive data and will flash the message:

PREPARING NEW DATA DISKETTE
PLEASE DO NOT INTERRUPT

Once the disk has been prepared, Screen 3 The Budget Menu will appear
with Option 5 SYSTEM INFORMATION flashing.

e. Type the number 5 to select SYSTEM INFORMATION.

Screen 4 System Information will appear.

SETTING UP THE BUDGET
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System
Information

Screen 4 System Information is asking for information about the account-
ing system you are starting.

/(__f jﬁ

** HOME ACCOUNTANT **
BUDGET

SYSTEM INFORMATION

SYSTEM NAME: A

STARTING MONTH/YEAR: (1-12) B c19
ENDING MONTH: (1-12) D

LETTER TO EDIT (A-D)
X(CANCEL) P(PRINT) R(RECORD)
ENTER SELECTION

__ _
N\ Y,

Screen 4. System Information

The first field asks for the system name. For example, if you are Mr. Smith,
and you wish to start a system for your household accounts, you might call
this system ‘“Smith Family.”

a. Type SAMPLE SYSTEM as your title and press RETURN.

The next field is asking for the month and year you will use to start your
system. You may start a system in any month, but for now, select October as
the starting month.

NOTE: All month entries must have two digits. (For example, you
would enter 01 for January or 06 for June.)

b. Type the number 10in field B and type the last two digits of the current
year in field C. Press RETURN after each entry.

The next field asks for the ending month of your fiscal year. If you are using
the calendar year, enter 12. If the end of your fiscal year is June, you would
enter 06. Let’s assume you are working with the calendar year.
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c. Enter the number 12 as the ending month and press RETURN.

-
' NOTE: You may enter a month other than December to be your
year end.
You may change the beginning and ending months up until you get to the
START NEW MONTH option in the TRANSACTIONS module.
d. Review the entries you made.
You may cancel the entire screen and start over by typing X. Or you may
edit an individual entry by typing the letter of its field and then entering the
new data. If you wish, you may print this screen by typing P.
e. When the entries are correct, type R to record them.
Once the entries have been recorded, Screen 3 The Budget Menu will
reappear and Option 4 CHECKBOOKS will be flashing.
r_’-——- ﬁ
( ** HOME ACCOUNTANT **
BUDGET
1. ADD CATEGORIES
2. EDIT CATEGORIES
3. REPLACE CATEGORIES
4. CHECKBOOKS
5. SYSTEM INFORMATION
6. START NEW SYSTEM
7. MAIN MENU
ENTER SELECTION (1-7)
k J
Screen 3. The Budget Menu
(
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Checkbook
Information

a. Select Option 4 CHECKBOOKS from the Budget Menu (Screen 3).

Screen 5 Checkbook Information will appear with the cursor flashing in
field A. Screen 5 is asking for information about the first checkbook.
Remember, you may have up to five checkbooks per system.

- A
— T

** HOME ACCOUNTANT **
BUDGET
SAMPLE SYSTEM OCT 1982
CHECKBOOK #1

A NAME TIM SAMPLE

B ADDRESS 123 EASY STREET

C CITY ANYTOWN

D STATE CA

E ZIP CODE 90001

F BANK BANK OF ANYTOWN
G ACCOUNT# 123-123

LETTER TO EDIT (A-G)
X(CANCEL) P(PRINT)  R(RECORD)
ENTER SELECTION

L¥ — Y,

Screen 5. Checkbook Information

b. Enter the appropriate information for each data field.

For now, assign checkbook #1 to TIM SAMPLE. You may use the address
and bank information which appears in Screen 5 or create your own
entries.

Don’t forget to complete each entry with RETURN. You must have exactly
five digits for the ZIP CODE in field E, or you may leave it blank by pressing
RETURN.

c. Review the entries you have made. When they are correct, type R to
record them.

Screen 6 — Budget For Checkbook #1 will appear after you record the title
information for checkbook #1.
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Budgeting
Checkbook #1

(‘
The first budget categories you will create for THE HOME ACCOUNTANT
will always be checkbooks. You may have up to five checkbooks for each
system. You must also create a separate cash account for each checkbook.
g— R
** HOME ACCOUNTANT **
ADD CHECKBOOK BUDGET CATEGORIES
CATEGORY #1
TYPE CHECKBOOK
B TITLE CHECKBOOK #1
BEG ACTUAL DIFFERENCE
BUDGET C 1000.00
D JAN
E FEB
F MAR
- G APR
‘ H MAY
1 JUN
J JUL
K AUG
L SEP
M OCT 900 1000.00 100
N NOV 800 0.00 800-
O DEC 700 0.00 700-
LETTER TO EDIT (A-O)
X(CANCEL) P(PRINT) R(RECORD)
ENTER SELECTION
\_ J
Screen 6. Budget For Checkbook #1
Study Screen 6 Budget For Checkbook #1 for a few seconds. Notice the
(A information at the top of the screen which indicates this is category #1, the

type of category is “‘checkbook,” and the title is “Checkbook #1.” This is

where you will enter budget information about the first checkbook in your

system. The cursor will be flashing in field C.
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Budgeting Checkbook #1 continued

a. Enter 1000.00 as your beginning actual in field C. Press RETURN.

NOTE: The beginning actual should reflect the balance as of the
date you are starting your HOME ACCOUNTANT system. You will
need to enter the exact amount in dollars and cents for this figure.
(If you enter a whole number, it will be automatically reformatted
to show decimals. For example, 1000 will be reformatted to read
1000.00.)

The cursor will now jump to the month you selected to be the beginning
month. (In our sample, that month is October.) You should now enter
budget amounts for the ending balance in checkbook #1 for each of the
months in the budget.

b. Enter 900 as your ending balance estimate in field M. Press RETURN.

c. Enter 800 as your ending balance in field N and 700 in field O. Com-
plete each entry by pressing RETURN.

NOTE: Budget amounts must be entered as whole numbers. THE
HOME ACCOUNTANT will automatically reformat 1000 to read
1000.00 after you press RETURN. Actual amounts (with dollars and
cents) will be entered and calculated during TRANSACTIONS in
Section 4.

After you enter an amount for December, the cursor will jump to the
bottom of the screen. You may cancel the entire screen and start over by
typing X; you may print this screen by typing P; or you may editany field by
typing its corresponding letter.

NOTE: You may not edit the category number, nor can you
change the account type for checkbooks, cash, or credit cards.

Notice that the amounts shown in the Difference column for November
and December are all negative. The Difference columns show the differ-
ence between actual amounts and budgeted amounts. For October, the
budgeted actual amount in field C is treated as an actual. Since no actual
amounts have been entered for November or December, the difference is
a negative number.

d. When your entries are correct, type R to record them.
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Cash Account
for Checkbook #1

/-

Remember, a separate

cash account for each checkbook is mandatory.

Once you record information for a particular checkbook, THE HOME
ACCOUNTANT will automatically ask for budget information for a corres-

ponding cash account.

The Cash Account is for cash transactions. When you purchase something
with cash, enter a cash transaction. That is, of course, assuming you wish to
use the cash account. The program will make you set up a cash account, but
you are not required to use it.

When you press R to record the information for Checkbook #1, Screen 7

Cash Account For Chec

kbook #1 will appear. The cursor will be in field C.

-

** HOME ACCOUNTANT **
- ADD CHECKBOOK BUDGET CATEGORIES
CATEGORY #2
TYPE CASH
B TITLE CASH ACCOUNT #1
BEG ACTUAL DIFFERENCE
BUDGET C 1000.00

D JAN

E FEB

F  MAR

G APR

H  MAY

I JUN

J JuL

K AUG

L  SEP

M  ocCT 75 100.00 25

N NOV 75 0.00 75-

0 DEC 75 0.00 75-

LETTER TO EDIT (A-O)
X(CANCEL)  P(PRINT)  R(RECORD)
- ENTER SELECTION
—_ _

~

N

J

Screen 7. Cash Account For Checkbook #1
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Cash Account for Checkbook #1 continued

This screen is almost identical to Screen 6. However, notice the information
at the top of the display which indicates this is budget category #2, the type
of budget category is “cash,” and the title is “Cash Account#1.” THE HOME
ACCOUNTANT will automatically number each budget category for you.
Later, you will be able to refer to the categories by these numbers.

a. Enter 100 as your beginning cash balance and press RETURN.
The cursor will jump down to October.

b. Enter 75 as your ending cash balance for October in field M.
c. Instead of entering a number in field N, type SAME.

Notice that 75 is automatically filled in for the remaining months. Thisis a
convenient way of avoiding repeated typing if your budget amounts will be
the same through the end of the year. You may type SAME from any month.
Of course, you may edit any of these entries. When you are satisfied your
entries are correct:

d. Press R to record the entries.
Screen 8 — The Checkbook Menu will appear.
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Budgeting
Checkbook #2

(‘

Study Screen 8 The Checkbook Menu for a few seconds. If you wantto add
a new checkbook to your system, or change information about an existing
checkbook, it must be done through this menu.

(————7 ** HOME ACCOUNTANT ** ﬁ

BUDGET
SAMPLE SYSTEM OCT 1982

CHECKBOOK MENU

CHECKBOOK/NAME

1. TIM SAMPLE

2.

3.

4

5
(A)DD NEW CHECKBOOK EDIT (1-1) (M)ENU

(P)RINT
ENTER SELECTION

Lg /J/

Screen 8. The Checkbook Menu

You would type A if you wanted to add another checkbook to the system;
you would type the number of an existing checkbook if you wanted to
change information about it (in this case only 1 exists); you would type M to
return to the Budget Menu; or P if you wanted to print the screen.

a. Type A to add a new checkbook.
Screen 9 — Checkbook #2 Information will appear.
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Budgeting Checkbook #2 continued

4 )
— B

** HOME ACCOUNTANT **
BUDGET
SAMPLE SYSTEM OCT 1982
CHECKBOOK #2

A NAME SAMPLE HOUSEHOLD ACCOUNT
B ADDRESS 123 EASY STREET

C CITY ANYTOWN

D STATE CA

E ZIP CODE 90001

F BANK BANK OF ANYTOWN

G ACCOUNT# 123-456

LETTER TO EDIT (A-G)
X(CANCEL) P(PRINT) R(RECORD)
ENTER SELECTION

__ )
_ Y,

Screen 9. Checkbook #2 Information

Screen 9 is asking for information for checkbook #2.

b. Give checkbook #2 the title “Sample Household Account.”

This title will just fit the spaces indicated by the underscores. THE HOME
ACCOUNTANT will never accept entries which exceed the number of
underscores on the screen.

Proceed with entering the address and bank information as you did with
checkbook #1.

c. When your entries are correct, press R to record them.
Screen 10 — Budget For Checkbook #2 will appear.

Spend a few moments looking atthe data at the top of Screen 10 Budget For
Checkbook #2.
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** HOME ACCOUNTANT ** ﬁ

ADD CHECKBOOK BUDGET CATEGORIES
CATEGORY #3

TYPE CHECKBOOK
TITLE CHECKBOOK #2

BEG ACTUAL DIFFERENCE
BUDGET C 750.00

JAN

FEB

MAR

APR

MAY

JUN

JUL

AUG

SEP

oCT 100 750.00 650
NOV 110 0.00 110-
DEC 121 0.00 121-

OZTrX«—IomMmo

LETTER TO EDIT (A-O)
X(CANCEL) P(PRINT) R(RECORD)
ENTER SELECTION

i — )

Screen 10. Budget For Checkbook #2

Notice that the category is now #3, the type is “checkbook,” and the title is
“Checkbook #2.”

a. Enter 750 as your beginning balance for the second checkbook in field
C. Press RETURN.

Again, the cursor will jump down to the beginning month (October).

b. Enter 100 as your budgeted ending balance for October in field M.
Press RETURN.

The cursor will jump to field N.

c. Instead of entering an amountfor field N, enter F20 and press RETURN.
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Budgeting Checkbook #2 continued

This tells THEHOME ACCOUNTANT to automatically add twenty dollars to
each successive month in the budget. Field N will say “120” and field O will
say “140.” You may select any whole number to be added to each budget
figure.

Instead of a fixed number, you may also designate a percentage.
d. Enter N as the letter to edit from the bottom of the screen.
The cursor will jump up to field N.

e. Enter F.10 and press RETURN.

This tells THE HOME ACCOUNTANT to increase each month’s budget
amount by ten percent (compounded). Field N should now read ““110” and
field O should read “121.”

f. When your entries are correct, record them by pressing R.
Screen 11 — Cash Account for Checkbook #2 will appear.
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Cash Account
for Checkbook #2

-

Screen 11 — Cash Account for Checkbook #2 is asking for information for
the cash account which is mandatory for every checking account used in
THE HOME ACCOUNTANT.

gp— )
** HOME ACCOUNTANT ** ﬁ
ADD CHECKBOOK BUDGET CATEGORIES
CATEGORY #4
TYPE CASH
B TITLE CASH ACCOUNT #2

BEG ACTUAL DIFFERENCE
BUDGET C 55.00

JAN

FEB

MAR

APR

MAY

JUN

JUuL

AUG

SEP

oCT 50 55.00 5
NOV 40 0.00 40-
DEC 32 0.00 32-

oZErx«~-~rIomnmo

LETTER TO EDIT (A-O)
X(CANCEL) P(PRINT) R(RECORD)
ENTER SELECTION

— I j

Screen 11. Cash Account For Checkbook #2

\—

a. Enter 55 as the beginning balance of cash account #2.
The cursor will jump to field M.

b. Enter 50 as your budgeted ending balance for October. Press RETURN.

We’ve covered a quick way of automatically increasing your budget cate-
gory, but what if you think your balances will decrease?

c. Enter F-10 in field N.
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Cash Account for Checkbook #2 continued

There! Your budget amounts decreased by ten dollars each month. Field N -
should say “40” and field O should say “30.” This will als<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>