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To install Cash Organizer on your Pocket PC, perform the following steps:

1. Install Microsoft ActiveSync on your desktop computer;
2. Connect your Pocket PC;

I Note. To ensure that your PC and Pocket PC are connected properly, look at the Task Bar. The

ActiveSync icon must be green

Run the installation program;

3.

4. Click Install in the opened window "Install Inesoft Cash Organizer";

5. While the installation is running, several dialog boxes will appear on the screen. Click OK each time
to continue the installation process.

Cash Organizer is protected from illegal distribution. A trial copy Cash Organizer o< 14:00 @
has no limitations in functionality for 25 days. After that period,

Cash Organizer will stop working if not registered. Please visit I

www.inesoft.com/registration to register your copy. Product ID automatically generated For your
mobile device, You must enter Unlocking Code
manually,

Each copy of Cash Organizer has its own identification humber
(Product ID). This number is indicated in the corresponding ~ Product ID: 13170146 |

line of the registration window. To register your copy and Code: || || || || |
remove the time Ilimitation, open Tools/Register Cash

Organizer menu, enter the Unlocking Code delivered by ~ The Trial Period is 25 days,

Inesoft Company in the appropriate fields and click the OK e el s o

program and receive Unlocking Code,

button.

Note. If you have lost your Unlocking Code or your [AEC T abc ! 123] @
handheld device generated a new Product ID after re-

installation (concerns devices running Pocket PC 2000 OS |~~~ T 7 bl
only), send a request for a new Unlocking Code to Inesoft =
Support Center at support@inesoft.com. This service is free | | 2 %
of charge. |£|:|

This chapter contains information which will help you learn the first steps of using Cash Organizer. You will
learn:

. How to run the program and create your first account;
. The different program modes;
. How to use the Help system of the program.



http://www.inesoft.com/registration
mailto:support@inesoft.com?subject=Cash%20Organizer%20Unlocking%20Code
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3.1 Running the program for the first time
[ S

To run the program, go to Start -> Programs and tap on the Cash Organizer's icon@.

When running the program for the first time, it will prompt you to create your first account or restore your
financial data from a Cash Organizer backup file. Press Create button to create your first account.

Type the account name in the Description field — the program {2 12116 (D
will use this name for account processing;
Create new account
Select a currency name from the Currency drop-down list Description:
which will be used as the primary one for this account; |WestF‘ack |
CUFFEncy:
Enter an initial account balance (optional) in the Opening |LJ5 Dicllar (LSO v|
Balance field. This value will be added to the total account Opening Balance: Minimurm Ealance:
balance; | 150000+ | 0.00 [+]
Moke;
Enter a Minimum Balance if notification is needed when the |ﬂu:|:|:|ut # 199456790 |v|
current account's balance drops below this value;
In the Note field, you can enter an account description (for [ABC T abc | 123]
example, a bank account number, credit card number, etc.);
_________________ Ll e
When the account description is finished, click OK button. I
2[@
| | *

The program is ready for use.

3.2 Program modes
| oammmE—

Cash Organizer has six modes corresponding to the different functions performed:

Account Center allows adding, editing and deleting accounts, as well as entering new
transactions, importing and exporting QIF files and reconciling accounts' statements.
Notification of scheduled transactions, when they come due, will occur in this mode as well.

Project Center controls receipts and expenditures for each project. You can see all related
transactions and balances;

Planner Center allows registering scheduled transactions (single and repeating) and
forecasting;

Category Center allows you to add, edit and delete categories;

Budget Center lets you plan your budget based on categories and projects as well as
forecasting spending;

Report Center lets you display financial information in graphical and text mode, export it to a
file or make a printout without needing to use a desktop computer.

FEREEE
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To switch between modes, tap on the appropriate icon.

I Note. Bg?:\k button returns you to the previous view.

3.3 Help system
|

A help system is included with the program to help you solve problems. To run the system, open the
Tools/Help menu. Select the required topic by tapping on it. The content of the topic will be displayed.
Some words (marked with blue font) contain links to other topics. After clicking such a word, information on
the meaning of this word will be shown. The following buttons are in the lower part of the screen:

. & Back to the previous topic;
. = Forward to the topic you came from.

3.4 Menus and pop-up windows

[ -
Tools menu:
Register Cash Organizer - Opens Cash Organizer registration window™;
Register MoneySync - Opens MoneySync registration window**;
Find... - Opens search dialog;
Find Next - Starts searching for next item;
File 3
Options... - Opens Cash Organizer options window;
Help - Opens Cash Organizer help system;
Exit - Closes the program
Tools

Opens About window - About...
Data backup tool - BackUp...
Data restore tool - Restore...
Deletes all financial data - Database clean up...

Cash Organizer has an advanced built-in information system. Use the tap&hold technique to open a pop-up
window for additional information on selected item or to see available actions.

* - available if your copy of Cash Organizer is unregistered;
** - available if MoneySync module is installed and is unregistered.
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e

This is the home window that contains a list of all accounts, Cash Drganizer < 22:47 9
allows switching between them and notifies you of scheduled v & — 3 L o
transactions that are due. Praject Planner Catl:-r Budget Report Back
Accounts are intended for keeping track of the money you all Accounts =
possess or expect to spend. Each account can contain some |- ‘WestPack 4'430,00
initial funds and list of the related transactions. An example of Y154 credit card -1'900,00 §

such a list is a bank account statement for a certain period. Cash 140,00 %

Various types of account can be created. You can open
accounts showing:

. Various forms of monetary assets (cash, bank
account, credit card, etc.);
. Names of your employees to whom you are

Total 2'670,00 § ~

M EELINFIE HEH PR,

- Desc  WISA credit card =
supposed to transfer salaries; Currency  LUSD
o Names of the companies you deal with, etc. Note  1234-S675-0012-3458 H

Min Balance  -5'000,00 4

To open an account in the list, tap on its name twice or use - -
' New Tools Act Al -
hardware Enter button. cw Tools Actions | S|l 2 |

Menus and buttons available in this mode:

MNew Account... - Creates new account;

Edit Account... - Edits selected account;

Delete Account... - Deletes selected account;

Reconcile... - Opens reconciliation tool window;

Import QIF... - Imports data from a QIF file;

Export... - Opens data export window;

Config Account Group... - Opens account group configuration window;

Delete Old transactions... - Opens tool for deleting old transactions.
Actions

Show/hide Account Property window;

Find/Find Next transaction;

Account balance report;

Notification flag — informs you about due scheduled transactions and exceeded minimum balance.
Tap on it to see detailed info.

- EIEE
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4.1 Single account mode

The account balance is determined by the total ~ Account selection  Notification flag
of all receipts and expenditures plus any initial
funds.

l.;'f;';“ Cash Organi ter £ 15:57 9

= g e ©
E get Report Back

A transaction is a basic financial operation of
: : WestPack {USD) = E
money receipt or expenditure as well as R T Eance | Registered
money transfers from one account to another. 4 eqistered
transaction list

20,00 2,420,00

There are three types of transactions: + DBJOS Recreation -E0.00 3,430.00
' 0205 Salary For Junef2004  1,000.00  4,420.00

== Scheduled Tranzanchions —

Scheduled
transaction list

. Simple transaction;
. Compound transaction (split);

. Transfer. =
Orecas otal Balance

i =———==——HW
Desc  Transfer H
Date  Fri, 30 April 2004 H
Amount  -$500.00 ]
[ransfer  to [Cash] -

¥ | % 1 ml 2
Mgw Tools Actions | ,.r £|‘“

Forecast date selection  Total balance & reconciliation info

4.2 Entering a new transaction

To initiate a new transaction, select New in Account Center or  Faedf g iy FPres o< 14:10 @
single account mode. An appropriate window will be opened. : .
Transaction Property

As soon as you start typing in the Description field, Cash wSlSSey sli{slyles >
Organizer will guess what you will type based upon previously 11.05.04 ~ -0.00 ¥ UsD ~
entered items in all accounts. It also remembers the last Account: WestPack (USD) -
entered amount, category and project assignment. Category: -

. ) . Project: e
Cash Organizer also allows making compound transactions Contact: -
(splits). A split is a transaction where you break up a : ,
transaction into parts. For example, if you are recording your ek is Unrecancied ~
paycheck, but this month you also got a bonus, you can make Mate: i
that a single transaction with two parts. (Ohanen | [ ok | [Cancal]

4.3 Transaction attributes

Each transaction contains certain attributes that allow you to classifying your receipts and expenditures by
various characteristics.
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4.3.1 Description

A transaction's description is the attribute displayed in the transaction list. You should be use a description
the can be easily recognized in the transaction list. For example, you can use "Hotel" to describe a
transaction for a hotel room payment.

It is desirable that the description not be too long, as the entire length of long descriptions can't be seen-on
the screen due to insufficient width of the column. A description that is not shown in its entirety ends with
dots. For example, in the transaction list, instead of "Salary for January 2004". you will see "Salary for
Jan...".

4.3.2 Date

Transaction date shows the actual date the transaction was recorded. This information is very useful, as it
allows tracing the balance changes over the course of time. To set the date of the transaction, select + next
to the date field (by default, the field will be filled with the current date). The calendar for the current
month will appear on the screen. If you want to change the month, press the arrow next to the month's
name. Select the required month and date in the calendar.

4.3.3 Amount

Amount is one of the key attributes of the transaction. It shows f:; Cash Drganizer o< 13:55
the amount of the receipt or expenditure. Amount is shown in '_ =
the transaction attributes window next to the date. Irenzzniiog Biropertif]| Spit
Salary March -
If the transaction amount is known, move to the transaction 24/04/04 ~ 1,000. > UsD -
amount field and enter the amount. A positive value indicates a account: WestPacl 7 |= S L
receipt and a negative value indicates an expenditure. Category: Salary |4 55| x -
] ) Froject: My Work 1ala/- -
If the amount needs to be calculated first, you can use the built- ForT—
. . Contack: John Bro ¥ -
in calculator. For this purpose, press the + next to the amount o W aj-|+|+ ——
and calculate the transaction amount. After pressing "=", you oA Cl+ =
will see the result in the amount field. Nete: My COMPry il
[Okanew ] [ ok ][ Cancel

To select the transaction currency, press = in the currency field next to the transaction amount. Then
select the required currency's symbol from the list. The program will confirm an exchange rate and save it
in the currency history table.

4.3.4 Category

Category allows you to classify your transactions. Press = next |Interest Earned Income |a
to the Category field. A list of categories will be opened on |Pensions & Profit Sharing Income
the screen. Each category is marked as receipt or expenditure. |Rent Income Income (5]
At the end of the list, you will find the names of all your |Returns & Allowances Income
accounts, select the required one if you wish to create a Income
transfer. At any time, you can change the list by creating new [Unemployment Ins. Com... Income
categories, editing the existing ones and deleting useless ones. |Wages & Job Credits Incame ||
For this purpose, select the Categories tab. Advertising Expensze | 7]
Split || Large List
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4.3.5 Project

Project allows you to classify groups of transactions spent on some purpose. Press = next to the Project
field and select the required project from the list. A window similar to the category window will be opened.

4.3.6 Contact

You may need to get details on any of the transactions some time after it has been performed (for
example, to specify the cost of promotion materials). For such a purpose, you can set the Contact
attribute. To set it, you can either enter contact information into the Contact field or press= next to this
field and select contact information from the Outlook contact list.

4.3.7 Number

You can assign a number attribute to the transaction. This can help you when viewing the transaction list as
transactions can be arranged according to their number (for example, the check number, the time the
transaction was entered or its importance). To assign a number to the transaction, move to the No field
and enter the required number. Cash Organizer's autofill function generates a new number when you enter
a similar transaction.

4.3.8 Mark

Marks are used when reconciling the balance of your electronic
account with that of your real bank account using the account
statement. To select a mark, press = next to the mark field.
There are three types of marks: Salary March hd
. . T
e “ Unreconciled — transactions that are not included in Account: WestPack g Cleared (C)
the bank account balance or haven't been reconciled to  cateqary: Salary R ed (R)

the bank account; Project: W econcile
e *tCleared — transactions that have cleared through the
account but have not yet been reconciled on an account

=
I.IF'! ]
L=

Cash Organizer o= 15:24 @

Transaction

Propearty | Splhit

Contack: Jobn Brow|  Woid

statement; Mo 3444'“'(:':3 is Cleared (C) « _
e *®Reconciled - group of transactions with a total Note: My Company
balance equal to that of the account statement. [Delete | [Okzmew] [ ok | [ Cancel]

By default, all new transactions are marked as Unreconciled.

You can use Void instead of any of the marks. Transaction marked in this way will not affect the account
balance.

B Note. The transaction's mark can be changed by tapping on its symbol in the transaction list view.

4.3.9 Note

You can use the Note field to enter additional information about the transaction. You can enter your bank
account number or more detailed information on the transaction's purpose, etc.

B Note. To initiate a new transaction in Today screen, tap on New button and select Cash Organizer.

-10 -
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4.4 Forecasting balance changes

To evaluate balance changes, set the prognosis date in the Forecast field |account: WestPack (UsD)
and if you have scheduled transactions assigned to that account, the
notification flag V* will appear next to the account name. Tap on the flag to |cheduled 04/06/04
open a table containing the prognosis of the account balance changes. Amount: $500,00
Balance: $5,330.00

. Account - active account; -
. Scheduled - selected prognosis date; g:la'ijt;ggn"g;
. Amount - sum of all scheduled transactions by the selected date; ' '
o Balance - expected balance of the account taking into |By Projects

consideration all current and scheduled transactions to be |My Work:Contract #2: $200.00
performed by the selected date;
. . . . By Contacks
. By Categories, By Projects, By Contacts - distribution of |1it- Erown: $900.00
scheduled transactions between projects, categories and contacts
respectively.

4.5 Account balance reconciliation

It is recommended that you periodically compare (once a month) the [Elles NaE e ¢ 01:49
balance of your electronic account with your real bank account. To do
this, you need your bank account statement. To start the reconciling
process of your account balance, select the required account and

Statement Date: 12072004 -
Starting Balance:  2,500.00 hd

open Actions/Reconcile Account menu. Ending Balance: 4420 v
First, you should set the key parameters of the reconciliation: date, Service Charge: 0,00 -
starting and ending balances and, if required, service charge and Category: Bank Charges -
interest earned in the appropriate fields. Use the data from your bank  IntsrestBarmed: 000+
account statement. After you have finished, press OK. Category: Interest Earned e

Once you have set the parameters for account reconciliation, the
balance reconciliation window will appear.

4% Cash Organizer =< 01:53 @

Cleared Balance: 3,480.00
In the upper part of the window, you can see: the difference between ~ f3tement E”DCI'FFB:JEEE: P
the initial balances of the_ eleptronlc and the real bank account (if t_he I checks, debits 1,500.00
balances are equal, the line is absent), the cleared balance (starting 2 depaosits, credits -520.00
balance and all the transactions marked as Cleared), the end [Deposit | Payment | «

Drescription § Arnaunt

balance, and the total difference. Then you will see information on
a /04 Salary March

the number of all receipt and expenditure transactions marked as C ¥r 1,500.00
Cleared and their total amount as well as lists of all the receipt and 0SI4  Salary for Junel2004
expenditure transactions for this account marked as Unreconciled

or Cleared.

When reconciling the balance, click the "C" field for all transactions
coinciding with the bank statement and they will be marked as
Cleared. Make any appropriate changes in the amounts of the
reconciled balances, balance disparities, number and amounts of

A

Tools & |A

receipt and expenditure operations.

-11 -
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On having reconciled the entire statement, you should get zero disparity between the balances. In this
case, the balance reconciliation may be successfully finished by pressing OK.

All transactions marked during the balance reconciliation will be turned into Reconciled * ones, un-
marked ones will remain as Unreconciled .

Sometimes, for various reasons, the balance of your electronic account does not coincide with the bank
statement (for example, you forgot to enter one of the transactions). In this case, if you press OK, the
program will notify you that your balance does not coincide with the bank statement and the program will
offer two solutions: you can either continue reconciliation or finish the procedure by entering a new
transaction for the amount equal to the difference between balances. If you agree to enter such a
transaction, all of the ones marked during the process of reconciliation as well as the new transaction will
be marked as Reconciled. During the next reconciliation, transactions marked as Reconciled will not be
included in the transaction lists.

Note. In the event you cannot reconcile the account in one session, you can interrupt reconciliation by

pressing ® Any transactions which have been marked up to that moment, will be marked as "Cleared"
vt. To continue the reconciliation, select the appropriate command from the menu; reconciled
transactions will be marked in the list.

4.6 Delete old transactions

As time passes, the transaction list will gradually grow. At some
point it may become too long as most of the old transactions
are reconciled with bank account statements and will not be
changed again. You can shorten the list of transactions by Delete transactions of "WestPack' account
deleting old transactions from it. For this purpose, select  thatolder then

Actions/Delete Old Transactions from the menu.

717 Cash Organizer o= 02:05 @

i
¥
L,

Delete old transactions

Select a period at which any transactions older than it should [] only Unreconciled
be deleted - you can choose between the offered periods. L Only Cleared (C)
Mark the checkboxes of the transactions you want to delete Only Reconciled (R)
and press OK. After deletion, one transaction, named Balance
after deleting for the amount equal to the total balance of the oK, Cancel

deleted transactions will be entered in place of the old transactions. As a result, you may have three
transactions marked as Unreconciled, Cleared and Reconciled respectively.

Note. When deleting old transactions, you will lose any information on categories, projects, contacts and

other attributes for each of the transactions. If this information is important to you, you may decide to
avoid performing this operation.

4.7 Account group configuration

This function allows bundling account groups (for example your bank account and related credit cards) and
fast switching between them.

-12 -
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'Cl;o it')nf'lag\gure an; Gaccount grogtp, select the All Accounts/ Cash Organizer o< 14:25 @
onfig Account Group menu item. :
9 P ta._f = 8 L
Project Planner Category Budget Repart Back
untCenter— &

All Accounts -

[eeai « All Accounts

Cash Config Account Group...

Mark or clear checkboxes next to account names, press the f‘j Cash Drganizer o< 14:57 @
Save As button to save the selection as a group and type its &
name.

Config Acecount Group
All Accounts -

This mode allows deleting, renaming and saving changes in |' _ [E5xE A‘”T:“'I““““'“"'
eschapkian ata "
account groups too. WestPack (USD) $3,500,00
VISA credit card (USD) -31,300,00
Ol

Note. The and buttons establish the order of accounts in the Account Center list. Highlight an
account and press the button to change its position.

Edit - Edit selected transaction;

Delete - Delete selected transaction;

Duplicate - Duplicate selected transaction;

Move to Account... - Move selected transaction to another account;

Add to Planner... - Creates scheduled transaction based on the selected one;

v Included in Budget - Excludes/Includes selected transaction in budget;
Import QIF... - Opens data import window;
Export... - Opens data export window;
Reconcile Account... - Opens account group configuration window;
Delete Old transactions... - Opens the tool for deleting old transactions.

Actions

Projects allow you to classify your financial operations by types of activity, which helps you obtain more
detailed information on the distribution of your receipts and expenses. Using projects enables you to
evaluate deals, profitability of your affiliates or your activity domains, business trip results and so on.
Examples of projects:

. Contract # 15
. Trip to New York
. Deal with X company

-13 -



Inesoft Cash Organizer 2004 Deluxe

www.inesoft.com

To get even more detailed information, you can enter several
subprojects inside each of the projects. For instance, "Business
Trips" project can contain subprojects corresponding to
different trips: "London, October 2004", "New York 2004" etc.

In this chapter you'll learn the basic principles of working in the
project mode:

. How to create, edit and delete projects;
. How to view the current balance of the project;
. How to predict the project balance changes.

5.1 Create, edit and delete projects

To create, edit or delete projects select the Project tab.

To create a new project, press New or select the
Actions/New Project menu item. The following window will
be opened. Enter the project's name into the Name field. If
required, specify for which of the existing projects the new one
will be a subproject (use the = button to open a drop-down
list). If there is no text in the Subproject of filed, the project
will be independent of the others.

To edit an existing project, highlight it and select the
Actions/Edit Project menu item. A similar window will be
opened. Make your changes and save them by pressing the OK
button.

To delete a project, highlight it and select the Actions/Delete
Project menu item. The confirmation window will be opened:

. Choose Yes to delete the project and reassign all its
transactions to another project. To do this, after
pressing the button, select a project which the
transactions will be reassigned to;

. Choose No if you don't want to reassign the
project’s transactions to another one (leave them
unassigned);

. Choose Cancel if you want to cancel deletion.

iii};r /|Cash Drganizer

% 13:55 €39

I v O
get Report Back
e UG FE0,00
= My Horme .
i b Unascigned
House Fepairs -$200,00
[=]- My Wlo: $1,150.00
f e Uinasmignad SO0
Contract &1 +1,200.00
i b Zontrack #2 -$50.00
=) Trawels -$1,300,00
b Linasgigned’ SO0
i BuIZiNESE 700,00 ||
i Famnily -$1,200,00 [

Project  House Repairs

Subproject of My Home

Amount  -$300.00

Mew Tools Actions | A £|‘

¢ 1547

Subproject of;

i

Cash Organizer

The project Contract #110
will be deleted!

Yes - delete with reassign
to another project,

Mo - delete without
reassian.

Yes Mo Cancel
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5.2 View current balance of the project

The current balance of the project is the total amount of all related transactions. Highlight the required
project and select the Actions/View Transactions menu item. You can view the balance in the same
way as in the account mode using the balance field. You can switch between the subproject's balance and
the balance of the principal project views by double clicking the upper line in transaction list (marked
witht..). In the principal project list, there is a line that contains each subproject's name and its balance
(such lines are marked with "\’L'). The balance of the principal project is calculated by summing up the
balances of all the subprojects and transactions related to the principal project. You can switch from
viewing the balance of the principal project to viewing the balance of the subproject by clicking twice on the
subproject's line.

5.3 Prognosis of the project’'s balance changes on selected date

Prognosis of balance changes can be made in the same way as in the account mode. Enter the date for

which the prognosis is to be done in the prognosis field. Press the = (this icon will appear on the screen if
you have scheduled transactions assigned to the current project) to see a table containing the prognosis for
the current project. The basic difference between the prognosis in the project mode and the account mode
is the absence of the Scheduled Balance line. That is why you can't get final data on the project's
expected balance by the selected date (you can only get data on its expected changing).

6 Planning Center

There are some differences between scheduled transactions and registered ones:

1. A scheduled transaction can't be completely guaranteed. You can only expect its performance with
a certain probability on selected date. It can actually be performed at another time, performed
partially or not performed at all.

2. Scheduled transaction can be either single or repeating.

In the transaction lists of accounts and projects, scheduled transactions are marked with red font. In the
account mode, scheduled transactions of the current account are in bold type. Scheduled transactions
related to other accounts are in regular type (they are shown on the screen in accordance with the program
settings). In the project mode, only scheduled transactions related to the current project are visible.

From this chapter, you will learn the general principles of financial scheduling in the Planning Center mode:

How to create a scheduled transaction;

How to create a scheduled repeating transaction;

How to group scheduled transactions;

How to use templates;

How to make the program remind you of scheduled transactions;
How to forecast;

How to deactivate a scheduled transaction;

How to reqgister a scheduled transaction in parts.
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6.1 Create scheduled transaction

A scheduled single transaction is a transaction which will be
performed only once (for example, you are planning to buy a

.*'ﬂj“ Cash Organizer o< 16:20 @

L&)

new computer for your office in a month). To set a scheduled EHEUELEEE

single transaction, switch to the Planning Center mode and Auto| i

press New. Then adjust the attributes of the scheduled 01/06/04 ~ -100.00 * USD «
transaction, which are similar to the attributes of the current Sccount: ARy Account -

transaction. Category: ALLD:Service =

. . Project: AUTD e

After you have adjusted all the attributes, press OK. Contact: -

Mo is Unreconciled -
Moke: e

6.2 Create scheduled repeating transaction

Repeating transactions take place at certain regular intervals (for f} Cash Organizer ¢ 16:07
example, you pay for your Internet Service every month). To set a =
. . . . I - P Split | B k

scheduled repeating transaction, switch to the planning mode and e
press New. Set all the attributes as you would for a single R ST e e e i
scheduled transaction. Then select F=peat] tab. Ongong entry ~

Remind: EI_ Days in Advance
Specify the periodicity of the scheduled transaction in the Repeat (] Enter this into my
field. Press = in the upper line and select one of the variants of _aEEDLmt automatically
the scheduled transaction's periodicity from the menu. Group: Without Group -
Then specify in the next line if the scheduled transaction should be

entered repeatedly (Ongoing entry) or it has finite number of

entries (Number of entries).

For example, your salary payment is a scheduled transaction that can be performed without an end but a
loan payment is a scheduled transaction limited to a certain number of payments. When selecting Number
of entries, specify how many times the scheduled transaction is supposed to be entered. After you have
finished press OK button.

6.3 Scheduled transaction groups

This function makes navigation easier and allows forecasting for specific
groups of scheduled transactions. For example, you can separate
business and private transactions based upon the transactions' purpose.

]
Category Budget Repart Back

all Schedulers ~

To create a new group, select the Actions/Create Group menu item L2 v All Schedulers
and type its name. Scheduled transactions could be assigned to a group Car payments
during registering (Repeat tab) or you can highlight a transaction in House Repairs
the list and use the tap&hold technique to open a pop-up menu.

Create Group...
Change Group Description...
Delete Group
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When a group is selected, only its transactions appear in the list and forecasting is available for that group
only. Select All Schedulers to return to all transactions list.

I Note. The Delete Group function does not delete transactions in selected group, but makes them
unassigned.

6.4 Template usage in the transaction’s name

When setting repeating transactions, you may often need to specify dates that the scheduled transaction
relates to. For example, if you set your salary receipt as a scheduled transaction, it would be useful to refer
in the transaction name to the period for which it's paid. ("Salary for January", "Salary for February" etc.).
To make the program specify a period in the transaction’s name, you should give the program instructions
in the form of keywords (templates). You can use the following keywords:

{year} — current year,

{month} - current month,

{week} — number of the current week,
{date} - current date,

{day} - current day.

When typing keywords in the name of transaction, use the braces.

For example, if you want the program to automatically input Planning Center Mode

the name of the current month and year in the name of a _{,j Cash Drganizer o< 18:36 @
salary receipt transaction, set the transaction's name as: &

Salary for {month}/{year}. The program will automatically ==k '
add the current month and year into the transaction's name. ZELElliSlERLII 1Lt gk Pl R=ETS i
For example, the transaction dated with May 15, 2004 will have

the name Salary for May/2004. It is important to remember Account Mode

that the values of the day, date, week, month or year relate to
the date for which the transaction is scheduled and not to the -
date when transaction is set. For example, in January 2005 the LEELUEEIEING Property
mentioned transaction will be shown as Salary for
January/2005, even if it was set in 2003.

717 |Cash Organizer o< 18:35 @

!
L=

You can perform arithmetic operations of addition and subtraction with the keywords. These operations
should be indicated inside the braces after the keyword: {date+1}, {month-2} etc. For example, if you
pay rent for your office for the previous month, you can set the name as Lease {month-1}/{year} for
this scheduled transaction. In June 2004 the transaction will be hamed Lease May/2004 and in January
2005 it will be Lease December/2004.

If you need to specify several different terms in the transaction's name, use separate braces for each term.
For example, you would like to set a transaction for the payment of Internet Service for three previous
months and show in the transaction the names of the first and the last months. Set the transaction name
to: Internet {{month-3}/{year}}-{{month-1}/{year}}. Note that month and year related to the
first month are in separate braces as well as the month and year related to the last month. Then the
transaction dated with July 2004 will be indicated as Internet April/2004-June/2004.

Note. If you do not use additional braces, all the arithmetic operations with the same parameter will be
summed up, and the name will use a value of the parameter obtained as the result of summation. For
example, if you set the name of the above transaction as Internet {month-3}/{year}-{month-
1}/{year}, two arithmetic operations ("-3" and "-1") will be performed for the parameter. As a result,
the name of the transaction will be: Internet March/2004-March/2004.
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Note. Sometimes (for example, in order to make the search easier) you may wish to save scheduled
repeating transactions with the same name. In this case, you can use keywords in Note field to specify

the transaction’s date.

6.5 Scheduled transaction reminder

Sometimes you may wish to have the program remind you of iR FRR e

upcoming scheduled transactions. This will allow you to not
forget about expected receipts and expenditures and plan your
financial activity accordingly. You may select how many days in
advance you should be notified of the scheduled transaction
and if it should be entered into the account automatically. For
this purpose, select Repeat tab when creating the scheduled
transaction.

Enter into the Remind field for how many days in advance you
would like to get a reminder of the scheduled transaction. Mark
the Enter this into my account automatically if you want
the scheduled transaction to be entered at the specified date
automatically.

% 16:07 (I

Property | Split | Repeat

Repeat: Every two months -

Ongaing entry -

Remind: O Days in Advance

[ ] Enter this into oy
account autormatically

Group: Without Group -

Each time you run the program, you will see a message containing the list of all the scheduled transaction
for which the reminder is required. In the account and project modes transactions lists all the scheduled
transactions for which the reminder is required will be listed (they are marked with a grey font and followed

with CJ).

6.6 Prognosis of scheduled transactions

When analyzing financial operations, prognosis of all the receipts and
expenditures by any specified date is a very important step. In the
planning mode, you can evaluate the amount of planned receipts and
expenditures for all the transactions scheduled irrespective of which
account or project they relate to. To get a prognosis based on
scheduled transactions, switch to the planning mode, enter the

Forecast date and press = (this flag will not appear if there are no
scheduled transactions due up to the selected date). You'll see a table
containing information on the amount of the scheduled receipts and
expenditures:

. All Scheduled Transactions or scheduled transaction
group;

. Scheduled - forecasting date;

. Amount — the amount of all scheduled receipts and
expenditures;

° By Accounts, By Categories, By Projects and By
Contacts - information on distribution of the scheduled
receipts and expenditures.

All Scheduled Transactions
Srfectled AS0e 0

Amount: $900.00

By Accounts
WestPack (USDY: $1,000,00
Cash (UsDy: 100,00

By Categories
AutosService: -£100,00
Salary: $1,000,00

By Projects
Auto: -$100.00
My \Waork: Contract #1230 41,000,00

By Contacts
John Browns $1,000.00
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6.7 Inactive scheduled transactions

By default all scheduled transactions are created as active ones, i.e. when they come due they are entered
into the transaction list and have effect on the planned balance. Single scheduled transactions in the
planning mode are marked with ' , and repeating scheduled transactions with £3. If due to some reasons,
you want to place a scheduled transaction into an inactive state, click ' or <3 next to the transaction. The
transaction will become inactive and will be marked with &2. If you want to make the scheduled transaction

active again, click 0; it will be changed with " or <.
6.8 Partial performance of scheduled transaction

Sometimes a scheduled transaction can be performed in several parts. For example, you set a scheduled
transaction for your salary receipt but then decided to get some money in advance. In this case, you may
need to perform the transaction in parts, with another amount. Switch to the account or project mode and
click the transaction being partially performed. Change the transaction's amount and other attributes of the
transaction (if required) and press OK. The transaction for the specified amount will appear in the list of the
registered transactions. In the list of the scheduled transaction, there will remain a transaction for the
amount equal to difference between the scheduled amount and the actual amount of the performed
transaction.

Category Cente

Categories allow sorting your income and expenses into meaningful | e TR TEE, o< 17:48 @
groups. The program contains a default list of categories you can M % & 3 L O
use for classification of your transactions. You can create your own  Account Project Planner SR Budget R eport Back

categories and delete unneeded ones. Category Center

Categories Type o~
) . ) ] . i Buidvertizing Expense
Like projects, categories can contain subcategories. Usage of =l Aut Expense

subcategories allows dividing major categories into less significant - Fual

ones. For example, "Car" category can contain such subcategories - Biad Debt Expense
" POPRTINT) won T Bank Zharges Expense
as "Service", "Petrol", "Repair, etc. 7 o Expense
----- Car & Truck Expense
----- Charity Expense
----- Child Care Expense
----- Clathing Expense

----- Carnrnissions Expenze :
.. Cist of Grnds i

SatEquTy roney=——— &

Cateqory  Serwvice "

Sucategary of  Auko =]

Type Expense i

Mew Tools Actions | A &

4

7.1 Create and edit category

To create, edit and delete categories select Category tab.

To create a new category, press New or select the Actions/New Category menu item. The following
window will be opened.
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Enter the category's name into the Name field. If required,
specify for which of the existing category the new one will be a
subcategory (use the = button). If there is no text in the
Subcategory of filed, the category is independent of the
others.

To edit an existing category, highlight it and select the
Actions/Edit Category menu item. A similar window will be
opened, make your changes and save them by pressing OK
button.

7.2 Delete category

To delete a category, highlight it and select the
Actions/Delete Category menu item. The confirmation
window will be opened:

. Choose Yes to delete the category and reassign all
its transactions to another category. To do this,
after pressing the button, select a category which
the transactions will be reassigned to;

o Choose No if you don't want to reassign
transactions of the category to another one (leave
them unassigned);

. Choose Cancel if you want to cancel deletion.

5 Budget Cen

f17:45 (D

l.:'i{!v;r f|Cash Organizer

Edit Category

Mame: |Service] |

Type: () Income

{1 Expence
() Subcategary of:

[Auto =]

Cash Organizer

The category Wages & Job
Credits wil be deleted!

fes - delete with reassign
to another category,

Mo - delete without
reassiar.

Yes Mo Cancel

This chapter will help you to get practical skills for corporate finance as well as your private finance

management. You will learn:

How to plan your budget using Cash Organizer;
How to create new budget group;

How to add cateqgories to group;

How to remove categories from group;

How to rename budget group or change assigned project;

How to delete budget group;

How to set category limits;

How to set a date range for budget planning;
How to view the results;

How to exclude transactions from the budget;
How to create a transaction report;

How to set exceeded limits notifications.
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8.1 General principles

Budget planning is the main task of financial activity. A budget,
planned correctly, will let you know exactly how much money is
at your disposal and how much you can spend for certain
purposes — for purchasing of new equipment for your company,
to repair your house and so on. Select the categories, receipts,

ﬂf Cash Organizer

=
Account Project Planner Categar
Budget Center A
Period: Current Month -

expenditures and projects which you are going to include in  LEesiption [ [l
budget and evaluate the approximate amount of receipts ~ Convact 1/My Work... €0%  -$300.00 47
your budg pp p Adwertising E0% -$300,00

and expenditures for each of the categories. You can plan you
budget by presenting it in the form of a table.

Contract 2/My Work... 79% -$2,150.00 §

+ Adwertizing
Office Expenses
Travel

-$300,00
-$1.050,00

[»]

B0%%
105%%

o]

When analyzing the budget, it is very important to compare the
planned receipts and expenditures with actual ones. That is

KN m [

why there are four figures in the category's line, which allow — ——— p_“:t"al: =l AR TG
evaluation of your budget efficiency: actual balance, planned "égt%:l;r’; . ”ﬂj;;ftising
balance, difference between them and percent of consumption. Actual -$800.00 (66%) il
You are supposed to enter values of the planned budget only; including -$400,00 {339%) from | =)
the actual balance and the difference will be calculated based scheduler —
on the actual receipts and expenditures. Budget -$1,200.00 d

3

Mew Tools Actions | £|

Cash Organizer allows creating budget groups in two ways:

1. Built on categories only. This is a simplified kind of budget groups. Transactions will be distributed
to budget groups by categories.

2. Built on projects and categories. This kind of groups allows much more possibilities in building
budget; transactions are distributed by projects and categories.

In reality, budgets built only on categories rarely suits for business planning. Each company could have
several offices, divisions, contracts that need their own budget allocation. The different units often use the
same categories of transactions and the situation becomes complicated. How do you take control in a
simply way and build good budget? Correctly designed projects could significantly relieve that problem that
faces us.

For example, a company gets two similar contracts. To make two separated—budgets for each of the
contracts, all that is required is to create projects "Contract #1" and "Contract #2" and build two groups on
these projects.

F2.000,00
R
F1,200.00
Fa00,00

Projects designed in the way shown in the picture will allow you
to create separate budgets for all contracts (the same categories
of transactions will be separated on entering each level) and get © e Contract #2
an overview of your whole financial situation. Due to the fact that

groups could

be built on two parameters (project and category) your budget management is under complete control.

[=]- My Wor:
P e Linassigned’

rantract #1

Listed below are the main principles of a budget's operation:

. The program allows the simultaneously use of two kinds of budget groups;
. Each transaction can only be assigned to one budget group;
. The program uses the following hierarchy when filtering transactions:

a. Subprojects;

b. Projects;
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c. Subcategories;
d. Categories.

. One category could be used once in groups built on categories and several times in groups

built on projects and categories.

8.2 Create new budget group

To create a new budget group, press New or select the
Actions/New Budget Group menu item. The following
window will be opened.

Budget Group Description:

Enter the budget's name into the Budget Group Description |
field and choose a project from drop-down list if the budget
should be built on project and categories. Press OK to save it.

(@) Any Projects

D Project:

To edit an existing budget, highlight it first and select the |

d

Actions/Edit Budget Group Description menu item. A
similar

window will be opened, make your changes and save them by pressing the OK button.

8.3 Add new category to the budget

After creating a new budget, you should insert some categories into it. To
add new categories, highlight the required budget group and select the
Actions/Add/Del Categories to Group menu item.

You will see the list of categories on the screen. Mark those you are going
to include in the budget (or clear the marks next to those categories you
are going to exclude). To make the process easier, use the Actions~
menu. You can mark all the receipt and expenditure categories and
transfers at once or clear all subcategories. On having specified the
categories to be included in the budget, press OK.

Note. Press the [EEEE) button each time it appears on the screen to

recalculate your budget since the program does not do it
automatically.

8.4 Delete category from the budget

L.fE'j" Cash Drganizer

Select Categories
Contract 2y

Cash Organizer < 21:57
|

¢ 22:16 (h

Actions =

[] wwages & Job Credits
#8 Expense Categories
Advertising
= [ auto
[ Fuel
[ service
[] Bad Debt
[] Bank Charges
[] canada Pension Plan
[ car & Truck
[] Charity
[] Child Care

[»

-

4] ]

[T

2]+

If you want to delete a category from the budget, highlight its name and select the Actions/Delete

Category from Group menu item.

8.5 Rename budget or change assigned project

If, for some reason, you wish to change the name of an existing budget or assigned project, highlight it and
open the Actions/Edit Budget Group Description menu item. You will see a window similar to that for

a new budget creation. Make changes and press OK.
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8.6 Delete the budget group

To delete a budget, highlight it and open the Actions/Delete Budget Group menu item. You will see a
warning message; select Yes to delete the budget or No to cancel deletion.

8.7 Set the category limits

Setting limits for receipts and expenditures for each of the categories is one of the most important steps in
the budget planning. The total limit of the budget is the total amount of receipts and expenditures of all
categories assigned to that budget. To set limits for receipts or expenditures by category, highlight a
budget category and open the Actions/Edit Category Limit menu item.

You can set two types of the receipts and expenditures limits in the [ EE R RS (¢ 00:01 (»
budget: constant value of the receipts (expenditures) per month or [T o
different values for different months. ® Ecurrmg Limit § each
- rnonkh
i i O Cuskorn Limit
To set constant value of the expenditures (receipts) per month San [0.00 sy [o00 §
select Recurring Limit and enter the fixed amount in the monthly Feb [0.00 $  fug 000 §
budget (in the currency units by default). The program will Mar [0.00 $ Sept [0.00 §
automatically recognize if this amount is for receipts or apr [0.00 $ ot om0 §
expenditures based upon the category's description. May [0.00 $ Nov [D.00 §
) . June |0.00 $  Dec |0.00 %
To set different values of expenditures for each month select the 5 Dolar (U5D) o o)

Custom Limit and enter amounts next to the name of each
month.

After you have set the limits for the receipts (expenditures) press
OK.

8.8 Set a date range for budget planning

When you have set your receipt and expenditure limits in the budget, it is
time to set the interval for budget planning. Tap on Period and select
required date range from the list. If you wish to set a custom period,
select Customize Date and specify the starting and ending dates in the

) ] Deschipli  Current 01,05/04 - 31,05,04
From and To fields or tap on the @ button to select a predefined — Soneac

eriod - Last week
i
pern . ;:‘,::‘i: Last Month

Office E|  Last Year
You can include scheduled transactions into your budget by changing Travel | current week
without Scheduler option to with Scheduler. Categories that you [T« current Month
have assigned scheduled transactions to will be marked with "+" next to  Eomge] o o
its name. Cat:cgt Next month
Bud] Mext ¥ear

Diff
To recalculate the budget, press Update button. e T ustomize Date
Mew Tools Actions | £|A

Period:  Currerk Month +

Nexrt week

|

-23 -



Inesoft Cash Organizer 2004 Deluxe www.inesoft.com

8.9 View the results

After you have set the budgets and their terms, you can return to viewing the results. In the budget list you
can see information on each of the groups as well as on each of the categories fixed in the budget. Names
of categories where actual expenditures exceed planned ones are marked with red font. Pay attention to
those categories and adjust your financial activities.

Budget Center
To view information on all the existing groups see the Actual line. There | 27/25/24 - 710504
you will find actual expenditure amount for all the existing budgets and a _ !

. X , e . Actual: -$2,000,.00 (2%, including
percentage (in parenthesis) of the budget's utilization. By pressing the ~$400,00 {12%) from scheduler
Actual amount, you will get detailed information including actual and |Budget: -43,200.00
planned amount for all the groups and the difference between them.

Difference: $1,200,00

8.10 Exclude transactions from the budget

Sometimes you may need to exclude a transaction from the budget, despite the fact that the category the
transaction relates to, is included in the budget. In the account or project mode, select the transaction to
be excluded from your budget. Highlight that transaction (use tap&hold technique to open a pop-up menu)
and select Exclude from Budget. To include that transaction in budget again, repeat the steps above, but
select Include in Budget.

8.11 Budget transactions report

To see all transactions assigned to a group or single category, highlight its name and select the
Actions/Show Transactions menu item. A transaction report will be created. For more information on
the report presentation form and its further processing, please see the Report Center section.

8.12 Notification of a budget limit exceeding

The program will automatically notify you in any mode if a budget limit |gydget alarm

is exceeded in one of the categories after you have registered a new |&i A0 - 10504 with Schectier
transaction. You will see a message of the budget limit exceeded
including the name of the corresponding category. Getting such
information will enable you to make quick decisions on your finance
management.

This icon & in Budget Center notifies you of budget limit exceeded. Tap on it to get detailed information.

Contract 2/My Work:Contract #2
Travel Crverflow 5%

9 Report Center

In the domain of finance, it is often necessary to make a report. Such a report, when made correctly, allows
the retrieving the required information in an easy to understand form. From this chapter you will learn:
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How to make financial reports; Cash Organizer o< 13:39 @
T

How to adjust a filter;

How to choose the report presentation form;

How to get detailed information on the report just
produced;

How to save the report;

How to transfer data into other programs;

How to save time with My Reports mode;

How to print out a report.

Lo, Account Balances

Arcount FalEmes SLTTSe)

W Profit and Loss Statement
Mot Froft and Loss
Income & Expense Category

g Summary Ncome and expense ot
cateqorices
Monthly Income & Expense

lllu Categories
Mot facome & Cxpense based o
Categores

from 01/05/04 « to 31/05/04 « Dates =

[ Show Report ][ Customize ]

Tools | & |*

-

9.1 Reporting

To make a report, select the Report tab. You will see a list of predefined forms and several buttons for
adjusting settings of the report. Select a form, date range and press button. The report will
appear on the screen.

9.2 Adjusting filter

Usage of a filter allows determining what transactions are to be considered while making a report. To adjust
a filter, press the button. You will see a window that allows adjusting parameters of the filter.
Select a filter group from the drop-down list:

Select Date to set a date range. You can set the dates using

the built-in calendar or press the ﬁ button to select a
predefined period.

Without Scheduler =

From |01/05j2004 | To [31j05/2004 = |

By selecting Accounts, Categories or Projects, you can indicate to what accounts, categories or projects
the transactions to be used in the report are related.
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ll:-_,i;.'i.‘ Cash Organizer o< 20:01 @ l.:'_ilr.wgr Cash Drganizer o< 20:01 @

Eustomize Eustomize

with Scheduler =

With Scheduler =

Actions = Actions =
[Unassigned] a [Unassigned]
= @ Income Categories =] = Q( Projects
Benefits 1 Auto
Bonus =l My Home
Gift Received House Repairs
Gross Sales =l My Work
Interest Earned Contract #1
Pensions & Profit Sharing Caontract #2
Rent Income = Travels
Returns & Allowances - Business
alary v Farmily
1 i [ [ »
Tools & |* Tools & |*

By selecting Details, you can indicate some details for the
report's presentation:

e Amount - amount of the transactions to be considered
while making the report;

e Number - which transaction numbers to be considered
while making the report;

e Mark As - marks of the transactions to be considered in
the report;

e Text - inclusion of transactions containing the mentioned
text into the report;

e Void - if you marked this option, voided transactions will
not be included into report.

By selecting Currency, you may indicate the currency into
which all the amounts should be converted while making the
report. Choose the exchange rate for report:

e History - all transactions will be converted with different
rates, corresponding to each transaction exchange rate
from currency history;

e On Date - all transactions will be converted with the
same exchange rate corresponding to selected date from
currency history.

:f:j Cash Organizer oz 19:31 @

Customize

|Detai|5 v| ®

Without Scheduler =

Amount [v] From |0 | 1o 1000 ]
Number [¥] From|[10a-1 | To [10a-100 |
Mark. s |:| Unreconciled

|:| Cleared (C)
Reconciled (R

Text |J|:|hnscun |

Yaid Excluded Woid transaction

.f;r; Cash Organizer =< 19:36 @

Eustomize
_LIrrency

Without Scheduler =

llse Currency Exchange rate:
(®) History () On Date:  09/05/2004 =

LIS Dallar (S0
British Pound (GEP)
Euro (ELR)
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By selecting Chart, you can change some details of the report's ! o< 19:37 @
presentation:

e Show in 3D - three-dimensional image (for pie or bar

graphs); Withiout Scheduler =
e BW Color (Use Patterns) — usage of black and white
colors and various types of hatching (if this function hasn't Shaw i 30
been set, color palette will be used);
e Show X Gridline, Show Y Gridline — show horizontal [ B Calor {Use Patterns)
(X) and vertical (Y) axes on the graph. Show ¥ Gridine

Shaw v Gridline

Cash Organizer allows you to create various types of report, ;:j Cash Drganizer 1947 O
select an option: E

Customize

e Without Scheduler to create a report based on ®

registered transactions; without Scheduler =
e With Scheduler to create a report based on registered ———— * Without Scheduler
and scheduled transactions; Fram @ With Scheduler E| Es

e Only Scheduler to create a report based on scheduled
transactions only.

Only Scheduler

If scheduled transactions are included into report, Cash f:f Cash Drganizer o< 19:55 ¢
Organizer will mark them with a different color and italic font in &

the list and with Scheduler will appear in the header. NEt Worth

01/05/04 Through 31/05/04

Note. Cash Organizer automatically stores last Customize settings separately for each report and will use
them by default next time.

Note. To cancel the filter parameters, use Tools/Reset Filter menu. The program's default filter
settings will be restored.

9.3 Selecting the report’s form

Depending on what information is supposed to be presented in your report, you can select one of the
report's forms.

Net Worth is a net value report (financial term that means a total sum
of all receipts, expenditures and the initial balance). Such a report allows
you to follow changes of liquid value of your company etc. Usually it is
presented in the form of a bar graph.

Account Balances - this kind or report allows showing balance
dynamics for each of the accounts selected by the filter and for all the
accounts together.
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Profit and Loss Statement report is a comparison between receipt and
expenditure values.

[ R AT

Income & Expense Category is a report showing the distribution of
receipts and expenditures among the categories.

Monthly Income & Expense Categories is a report showing monthly 3500
ratio of receipts and expenditures in all the categories selected by the
filter.

Project Report is a report showing distribution of receipts and
expenditures between the projects.

Monthly Project shows the ratio of receipts and expenditures in all the 3500

. . 3000+
projects selected by the filter. 2eon]

2000
1500+
1000+

500
-

Transaction Report is a list including all the transactions selected by i b e e
i o] 0105 /04 Salary For Junef2iie $1,000.00

the filter. W] 0210504 Ao ~£50,00
[o#] 0205 j04 Salary For Junef2004 $100.00

Budget Monthly is a report showing the ratio of the scheduled and 5007
actual receipts and expenditures of the chosen budget. N

9.4 Process the report made

Processing of the report includes:
9.4.1 Presentation form for the report selection

Cash Organizer allows choosing between four forms of presentation for the reports: text report, pie graph,
bar graph and line graph. Whichever form you prefer, each report type has one which is the most typical
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default form. However, you can select other presentation forms for most of the reports. See below
examples of variety of presentation forms for the "Income & Expense Category" report.

% 00:49 (D
Income: & Expense Category,
01/05/04 Through 3170504

.:I_f;rj1 Cash Organizer

% oo:50 (D
Income & Expense Category
01,0504 Through 310504

% 00:49 (D
Income & Expense Category
01/05)j04 Through 31)05/04

#Z|Cash Organizer Cash Organizer

sD

1500
1000
500
0

-500

-2000

|‘-_ Cateqores

| Tatal | .

Home Repair
Office Expenses

-700.00
-60.00
-60.00
-300.00
-300.00
1,100.00
-1,730.00

B Travel 41.57% ! B Travel 41.57% !

Salary 26.13% a Salary 26.13% a
B Advertising 16.63% ] B Advertising 16.63% ] -
Home Repair 7.13% H Home Repair 7.13% H Total: -Z,010.00 USD ~
TnnlleE'hLl L | & 2| Tools| = g.u_f|ﬁ} 2| Tnnls|-[l|dl:ll‘:|€§} 2|

You can select the required presentation form by clicking the corresponding icon in the menu bar:

- Text report |E| - Pie graph - Bar graph - Line graph

See the table below to check what presentation forms can be used for each type of reports. Allowable
forms are marked with "+", default presentation forms are marked with "++".

Presentation form
Type of reports IEl .
Net Worth + + ++ +
Account Balances + ++
Profit and Loss Statement + ++ +
Income & Expense Category ++ + +
Monthly Income & Expense Categories + ++ +
Project Report + ++ +
Monthly Project + ++ +
Transaction Report ++
Budget Monthly + + ++ +

9.4.2 Changing filtration parameters

You may need to change the filtration parameters for a report which has already been produced. Select

Tools/Customize or press the button. You will see the same window as for filtration parameter
adjusting. Change the required filtration settings and press OK. The report will be changed accordingly.

9.4.3 View small-sized elements

Graphic reports may contain some small-sized elements that are
difficult to be seen in the default scale. You can view some parts of
the bar, pie or line graph in more detail. For this purpose, select an
area of the report to be viewed in the larger scale.

- 29 -



Inesoft Cash Organizer 2004 Deluxe www.inesoft.com

After that, the selected element will become of the size of the whole
report. By pressing &, you can return to the whole report again.

I

9.4.4 Open a legend completely or partially

Graphic reports are always accompanied by a legend explaining the meaning of each color used for the
graph. When too many colors are used, the legend may be too big for the screen and only several upper
lines of the screen can be seen. If there is no room on the screen to show the legend as a whole, use the
scroll bar next to it. Moving the slider along it, you may view the whole legend. There is an icon [Tl above
the scroll bar. By pressing it, you can open the whole legend on the screen (part of the screen containing
the graph will become smaller). After opening of the legend on the screen, the icon . appears above the
legend (to the right). By pressing the icon, you can return to the initial presentation (complete image of the
graph and partial presentation of the legend).

9.4.5 Getting detailed information on the report's elements

While viewing the graphic report, you may need detailed
information on some elements of the report (for example, amount
of receipts or expenditures of the category in the report like
"Income & Expense Category"”, account balance for the selected
date in the report "Account Balances" etc.).

Office Expenses
-4300.00 {7.13%)

¥Yiew Report...

You may get the required information by tapping on the corresponding element of the report. A context
menu containing the required information will appear.

9.4.6 Create an auxiliary report

If necessary, you may get additional information on an element of the report not only in the form of a
table, but also in the form of an auxiliary report. For such purpose, select the corresponding element of the
graphic report and select the command View Report in the context menu. You may also create an
auxiliary report by double clicking the element of the graphic report which you are interested in. The type
of the original report defines the type of the auxiliary report.

Type of the original report Type of the auxiliary report

Net Worth Account Balances
Account Balances -

Profit and Loss Statement Transaction Report

Income & Expense Category Transaction Report

Monthly Income & Expense Categories Income & Expense Category
Project Report Transaction Report
Monthly Project Project Report

Transaction Report -

Budget Monthly Transaction Report

After you have viewed the auxiliary report, press OK to get back to the original report.
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9.5 Save report to file

You can use your report in other programs: graphic editors,
text processors, spreadsheets and HTML editors. For these =

purposes, you must save a report to file.

Income & Expense Category

01/05/04 Through 3105/04

When a report is created, select the Tools/Save As menu
item and indicate the file type depending on how you're going
to use it in the future:

. Graph if you're going to you the report as a graphic
object;

Customize...

. Pocket Excel to save the report in the form of an
electronic worksheet;

Save report...

. HTML if you're going to use the report for working

i C to Clipboard
in the Internet; opy to l: uarl-II E
. Text to save the report as a text file. m rapi...
. . . Prink Pocket Excel... H
Then type file's name, select its location and press OK to save | — | HTML |
the file. Close =
Text... -
Tools| Sl TR £

9.6 Transfer data into other programs

Financial data (graphic and text) may be easily transferred directly into other application. To do this, create
a report and switch to the required presentation. Select Tools/Copy to Clipboard and use the Paste

function of the target application.

9.7 My Reports mode

My Reports mode allows saving often-used reports and its
customized settings. For example, you can save different settings
for the same report type and run it immediately, without the need
to customize it first. This function saves all the settings except a
date period and currency.

To save a report, create it first (you may use a previously saved
report as a template) and use Tools/Save Report menu.

To change a saved report's filter, highlight it and press the
Customize button. A report adjustment window will be opened,
make the changes and press OK.

Delete Report button deletes the selected report.

] My Reports

055 Statement

Contrart &1

W Profit & Loss Statement
Combract #2

{g Education
{g Business trips

Met Worth
e My caaf

From 01705704 ~ 1o 31/05/04 ~ Dates
[ Delete Report | [ Show Report || Customize |

Tools | & |A
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9.8 Printing

When a report is created, you may send a printout of it directly to a printer. To do that, select Tools/Print
menu. For some reports, the possibility to choose columns to include/exclude from a printout is available. If
this window appears on the screen, mark or clear the appropriate checkboxes and press OK.

The following settings are available in the next window: #42|Cash Drganizer oz 22:37 @
e Printer selection; Printer : -
. Communication port; Part - |Ir|frared v|
. Color or monochrome printing;
o Paper size; CalarfMona |4 Colar CMYE v|
-Orientation Custom Paper —
() Portrait width [g.268"
(O Landscape | | Height [11.603"
oK More... Cancel
The More button allows modification of the following _{,} Cash Organizer o< 22:39 (P
settings: .
-Margins
. Custom margins; Left: [0.787" Top: (0,924"
. Page range; . . . 7
o Draft mode: Right: [0.737 Bottom: |0.924
J Data compression. _Page range
Press OK to save the settings and close the window. g S!ges from: |1 | |1 |
After you have adjusted all the parameters align the ports (if _
you use infrared connection) and press OK to start printing. [ Draft made DSl del 2=l
0K Cancel

|0 Program Settings
Before you start working with Cash Organizer, it is necessary to choose the program settings, i.e. main
parameters of operation. To switch to the program settings, select Tools/Options. Then select the tab
corresponding to the group of the program settings:

. Currencies — exchange rate settings and currency history;
. Screen view — screen view settings;
. Password — settings of the program access password.
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10.1 Currencies

To add a new currency to the list, press the Add button. A list
of currencies that can be used by the program will appear on
the screen. Select the required one and press OK.

#17|Cash Organizer s 23:14 @

L=

EUREEncies

To delete a currency from the list, select it and press Del. To | British Pound (GEF, pj
avoid accidental deletion of the currency from the list, the Euro {ELR, euj
program will ask for your confirmation.

The Edit button allows changing a symbol that will represent | Add | | Cel | | Edit | | Set As Default |

the currency in the transaction list. |

Set Exchange Rake |

To select a default currency, highlight it and press Set As
Default button. Currencies | Password | Yl |

Every time you enter a new transfer between accounts using _{,i Cash Organizer << 01:09 @
different currencies, Cash Organizer automatically opens an :
exchange rate confirmation window and saves those values in
the exchange rate history table. Press the Set Exchange Rate  Fom Currency: ||_|5 Diallar {USDY v|
button to open it.

Exchiange Rate

To Currency: |Eur|:| (ELIR v|
Select the From Currency and To Currency you want to see e X
exchange rates between. This mode allows you to Add, Delete 12’105%4 0 EIGEML:JE-
and Edit, as well as to Clear History of exchange rates 13 ' E
13/05/04 089636

between selected currencies.

: 09/05/04

[#dd | | pel || Edi | | ClearHistory |
10.2 Screen view

To adjust screen view settings select the View tab. _{,j Cash Organizer o< 16:39 (Y
Select the font size in the transaction list; Large, Middle or Funt Slzz .
Small font. The text of the list will be of the selected size: Oriarge Chmid (@) Smal

o Large font Y n4/205ame extramoney  -S00.00  BRiaie R Be NI

(uses Clear Type™) Show the header of list
o Mid font % 04/23 3ame extra money -a00.00 Date (@) Default date Format
° Small font ™ 0429  Same extra money -500,00 O cther:  (ddd dd.mm
. . E Descripkion |:| Make
To show the columns headers of the transaction list on the mis [ Contact
screen, select Show the header of list. g Armount [ category/Project
|v*| Balance

Also in the Visible columns section, mark the checkboxes next
to columns to be shown in the transaction list:

System preferences

Ilse both "." and *," as decimal symbuol

° Date — date of the transaction; : Wiew All Scheduled Trans, to Accounk

. Description — name of the transaction;

e No - number of the transaction; e ElES | Fazeriond | HlEd |

o Amount — amount of the transaction; £|A
o Balance — balance of the account considering all
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the preceding transactions;
. Note — user's notes;
. Contact — contacts concerning the transaction;
. Category/Project — category and project of the transaction.

By selecting the function Use both "." and "," as decimal symbol you'll be able to enter the amount of

the transaction using both "." and ",". If you haven't selected the function the computer will only correctly

recognize ",". This means that "." will be ignored (for instance, "7.00" will be recognized as "700").
By selecting View All Scheduled Trans. to Account, you will be able to view in the account mode all the

scheduled transactions. If you have not selected the function, only scheduled transactions related to the
current account will be shown in the list.

10.3 Password

You can protect your information from unauthorized access by setting a password. For this purpose, select
the Password tab:

If you want to set a password, select the function Set #17| Cash Organizer o< 01:48 @

Password. Then enter your password — a sequence of any

symbols you like in the field Input New Password. To Basson

confirm your password, enter it in the field Repeat New [W] set Password

Password. All the symbols you enter will be shown as "*". Trput Mew |******** |

You will be asked to enter your password each time you run Password:

the program. Repeat Mew  [#ksordts |
Password:

You can also set the time upon which your Pocket PC switches

into a password-protected mode if no operation was performed Screen-Saver-Password:

by the program during this time. Select the Screen-Saver- minukels)

Password function and set the interval at the end of which

this function will be activated. At the end of the selected time, Currencies | Password | Yiew |
the computer will switch into a password-protected mode.
Upon attempting to continue working with the program, you
will be asked for a password.

Note. While typing a password, pay your attention to the symbols' register. If you make a mistake
three times while entering the password, the program will be blocked. You will be forced to soft reset
your Pocket PC to renew the program.

If you want to cancel a password that you have set, move to the settings mode and clear the Set
Password checkbox. Canceling the Set Password automatically cancels the Screen-Saver-Password
function too.

When all adjustments are set, press OK.

Cash Organizer's Today plug-in allows retrieval of information without launching the program and works in
two modes:

1. Account mode presents all accounts, current balances and total summary.
2. Scheduled transaction mode presents all planned transactions due today and transaction summary.
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Cash Organizer protects your financial information from unauthorized access (if password is set). Click on

input area; enter the password and push theé button to gain access to your data. You can block access
and hide the information at anytime by pushing this button again.

'_@.‘s Password |—||§

&% Total 2 050.004 = &% 3 schedules 880.00% 8O~

Today 2 050.00% [&ctions ] [ Date | scheduled [ amount 1.
Account ' 30/12/02 salary 1 000.00%

vl -1 250.00% -1 250, 30/12,/02 Dining -20. uu¢l:'
[v] WestPack 3 000.00% 3 000, 30/12/02 Auto insurance -100.00%

[w] My cash 300.00% 3l]l].ﬁ- [
K8 [ EEa KN [ 3

g . .
. 7 I puttons (replacing each other) switch between Account and Schedule modes;

. P = Click on this button to hide/show details.
@ Total 2 050.00% = Tl %" Total 2 050.008 5 m
Today 2 050.00% ACtions -] Today 2 050.00% Actions »]
[ ] account | Total | Today | .
[v] ¥IS5A -1 250.00% -1 250

v WestPack 3 000.00% 3 000.

®My cash
[«] [ | [»]
Actions = — Quick selection of the accounts groups, the & Total 2 050.004 Q m
balance shown will also change: Today 2 050.00¢ e
o Select All - select all the accounts in the list; T Ton  Select all
o Clear All - deselect all the accounts in the list; & Clear all
. Save Set - save selected accounts as a group; v WestPack 3 ———————————
J Select Set - select the required group of W My cash { SaveSet
accounts; ] m Select Set #
J Delete Set - delete the account group. Delete Set »

To activate/deactivate the plug-in:

1. Select Start / Settings / Today / Items;
2. Mark or clear Cash Organizer's plug-in checkbox.

12 Working with Data

When using the program, it is very important to ensure security of the database and the data’s ability to be
used by other programs. From this chapter you will learn:

How to create an archive data file;

How to restore financial data from a backup file;

How to clean up a financial database;

How to perform data exchange between Cash Organizer and other programs.
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12.1 Create and renew archive data file

Storage of information in archive data files allows you to:

. Ensure information safety;
. Work with different databases (each of them is kept in a separate file);
. View history of your financial state changes in the past (using the previously saved databases).

At the first saving, the program creates an archive data file; at
future savings, you can either create a new archive data file or -

renew the existing one. To create (renew) the archive data file, Save As
select Tools/File/Backup.

Marne: |r'-'13r Financial Data |

To create a new archive data file, adjust the required saving
parameters in the appropriate fields of the window: file name,  Folder: v
folder, and location. Then press OK.

Type: |Elan:l<l_Jp Cash Organizer (%, v|

Note. If you indicate "Main memory" as the file location,
you may lose your data in the event of complete battery
discharge. To avoid any data losses save the file using oK
external storage.

Location:  [Storage Card -|

Cancel

When renewing the existing archive data file, all the saving parameters are indicated in the appropriate
fields. Press OK to confirm.

Every time you try to exit the program using Tools/Exit menu, the program always offers to renew the
existing archive data file or to create a new one.

12.2 Restoring existing archive data file

You can switch to processing the data from the archive file at any time. For this purpose, select
Tools/File/Restore. You will see the list of all archive data files stored in your Pocket PC. Click the file to
start a restore process.

Note. When restoring an archive data file, you lose current database. Do not forget to backup your data
before restoring.

12.3 Clean up the database

If you want to create a new database, it is necessary to clear the existing one. To clear the database, select
Tools/File/Database clean up. The existing database will be deleted and the program will be closed. All
unsaved data will be lost.

After you run the program again, you can start creating a new database. The program will work like for the
first time: it will offer to create your first account etc. If necessary, you can use the existing database
stored in an archive data file.
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12.4 Data exchange with other applications

Cash Organizer allows sharing financial data with other programs:

12.4.1 Synchronization with Microsoft Money®

An additional MoneySync module allows to Information Type Status

have your data synchronized with Microsoft Flcalendar Synchronized
Money® exactly in the same way as if you =] contacts svnchronized
synchronize  your  appointments  or Tasks S:n hronized

contacts. Simply connect your handheld
device to your desktop computer to start
synchronization. For more detailed info, (5 Favorites Synchranized
please visit MoneySync web page.

'&Cash Organizer Synchronized

12.4.2 Data export

You can export your financial data created in Cash Organizer to
other applications (Quicken, MS Money, MS Excel, and MS

."f:.‘i1 Cash Organizer =< 00:29 @

Word) for further processing. To export the data, switch to the 2 HuRE kel igEle g
Account Center mode, highlight an account you are going to  From [01j03j2004 ~ | To|10/0s/z004 | (i
export and select the Actions/Export menu item. You can Format: [T a =

export data related either to the current account or to all

accounts.

Format Date: | DWMY w| Decimal: EI

|:| M3 Money [Quicken 95

In the fields From and To set the period for which Ll

data should be exported. ] Export All Accounts
File Mame: [\My DocumentsWestPack. gif |

Browse...

Select export data format in the Format field in accordance with which program you're going to
use for further data processing:

Format Program

Quicken (*.qif) Quicken, MS Money, etc.
Pocket Excel (*.pxl) MS Excel, Pocket Excel, etc
Windows Text (*.txt) MS Word, Pocket Word, etc
Unicode Text (*.txt) MS Word, Pocket Word, etc. (in case symbols of
local alphabets, not set in Windows, are used)

Select the format of the date presentation in the Format Date field;

In the Decimal field, select "." or "," as a decimal symbol;

Mark the MS Money/Quicken 98 Date Format checkbox if you're going to export the data
into the versions of MS Money, Quicken, etc., released in 1998 or earlier;

Mark Export All Accounts checkbox if you want to export all of your accounts (if the field is
not marked; only the current account will be exported).

In the File Name field, select the folder where the exported file(s) will be created. Enter the
address manually or select the folder using the Browse button.

After you have adjusted all the parameters for the data exporting, press OK.
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12.4.3 Data import

Cash Organizer allows you to import financial data from *.qif files (supported by the most financial
managers like MS Money, Quicken, etc.). Switch to an account you are going to import data to and select
the Actions/Import QIF menu item. You will see a list of all *.qif files. To start importing, tap on
required file.
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