


PERSONAL FINANCIAL
MANAGEMENT SYSTEM™

)Il
ATARI@

~ A Warner Communicat ions Company

Every effort has been made to ensure that this manua l accurate ly docu ments this produ ct of the ATARI Computer Division. However.
"because of th e ongoi ng improvement and update of the compu ter sof tw are and hardware. ATARI , INC. cannot guara ntee the accura cy
of printed mate rial after the date of publication and cannot accept responsibility for errors or omissions.

Reproduct ion is fo rbidden without the speci f ic wri tt en pe rmiss ion of ATA R!, INC.. Sunnyvale. CA 94086. No t ight to reproduce this do cu
ment, nor the subject matter thereof, is granted unless by wri tt en agreement with. or written permission fr om the Corporation.

PRINTED IN U.S."' . MAN UAL AND PROGRAM CONTENTS e 1981 ATARI, INC.





PREFACE

The ATA RII!l Personal Financial Management SystemrM is tomorrow's answer fo r
budgeting you r persona l fi nances today. W ith this system you can kee p track of
all expenses and income. You can balance bank statements, analyze expen
d itu res over a per iod of ti me, and forecast yo ur spendi ng hab its and needs up to
30 mon ths in th e future.

As you read this manual, you w ill see how enjoyab le your personal book keep ing
can be. The programs are exp lained ste p by step, and diagrams are provided for
addi t io nal cla rif ica tion. ATA Rl 's Person al Financia l M anagement System can
help peop le, high schoo l age and up, to bud get successfu lly and to keep track of
thei r finances.

After you have read this manual and go ne t hro ugh t he ent ire program a few
t imes, you wi ll be able to wo rk by referring to the Quick Reference Card
(Q·Card™ ) enc losed w it h t his manual. Sto re t he Q-Card near t he co mpute r wh ere
it w ill be handy w hen you use yo ur personal f inance syste m.
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HOW TO USE
THIS MANUAL

The AlARI'" Personal Financi al M anagement System ' M is composed o f six pro
gram modules:

• Create

• Reco rd Keeper

• Checkbook Bala nce r

• Budget M anage r

• Budget Ana lyzer

• Budget Forecaster

These mod u les are on two System Diskettes. System Di skette I co ntains the
Create, Record Kee per, and Chec kbook Balancer mod u les. System D iskette II
conta ins t he Budget Manager, Budg et A nalyzer, and Budg et Forecaster modu les.

Each modu le is d iscussed in the mos t l ikely order o f use. Follow ing is a brief
expla natio n o f what yo u can accomp l ish with the modu les.

Note: W hen you begin enteri ng yo ur data, you wil l see a white square o n t he
televisio n screen th at moves each ti me yo u press a key . Thi s square is call ed a
cursor and indicates t he poi nt at which you are enter ing data.

You will use th e Create module each time yo u prepare a new diskette to store the
data entered into the computer. An additional use o f the Create module wi ll be
to copy the data fro m one d iskette to another.

The Recor d Keeper serves as t he prima ry module which yo u use to enter fi nanc ia l
t ransactions into th e data base' (basi c informat ion), edit informa t ion already in
the da ta base, o r prin t informa t io n fro m t he da ta base. You cannot enter budget
information such as budget goa ls o r budget typ es through the Record Keeper
modu le (t he major d ifference from the Bud get M anager modu le).

" No te: A data base is a system ized fo rm of reco rds in a f ile . The informat ion you
enter into the co mputer is stor ed in f iles on t he d iskette. A ll t he fi les together, in
t his case, are yo ur personal fi nancial da ta base.

The Budg et Manager module is the primary means of ente ring your budget infor
mation into you r data base and o nto d iskette. This modu le d iffers from the
Record Keeper in that you enter your budget info rma t ion (type of expense and
goals) through t he Budget Manager module, but no t f inancial tra nsaction s (suc h
as chec k writing, cash expendi tures).

The Checkbook Balan cer modu le wil l help bal ance your checkbook on a mont hly
basis. Enteri ng the cance led checks from yo ur bank sta tement and entering all
other activi ty in your checking account into the computer will give an easily
accessib le, readable, and understa ndab le accounti ng o f yo ur bank ing act iv ity.
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2 How co UR' rhis Manual

The Budget An alyzer mod u le analyzes the budget in format ion yo u have ente red
in to the f iles and onto di skette. You can do an ana lys is at any t ime to see how
wel l you are stay ing w ithin your estab l ished budget goals.

The Budg et Forecaster modu le wi ll fo rec ast yo ur budget up to 30 months ahead
based on yo ur pr evi ou s income, expenses, and spendi ng habit s as entered into
the data base. The forecasti ng is accomplished in t hree ways :

• Through averaging your expenses to date

• By show ing the t rend o f yo ur expe ndit ures

• Taki ng yo ur expenses on a seasonal basis and pro ject ing them in the same
way

Each fo rec ast is p resented to you via a bar chart or l ist ing (co nve rt ing the bar
chart info rma tion into text ). The l isted versio n can be disp layed on the te levisio n
screen or l isted through the print er (i f yo u have attached a print er to you r
AlARI'" 800™ Personal Computer System). Simila r to the Bud get Ana lyzer, you
pro bably w ill no t use the Budget For ecaster unt i l yo u have been entering infor
mation into the data base for at least two months in order to receive a signif icant
fo recast.

We suggest you read t hro ugh th e entire manu al to gai n a general idea of how to
perform the va rio us fun ct ions. The next step is to fo ll ow the instruct io ns for
getti ng the data dis ket tes ready. Then use the wo rksheets o n pages 12 and 13 of
th is manual to plan yo ur bud get and the information you wa nt to ente r into the
da ta base. Afte r you have done thi s, yo u w ill be prepared to enter yo ur f irst set o f
categories into yo ur AlARI Person al Financial M anagement System.
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SETTING UP

Befo re you can work w it h the Person al Financi al M anagement System, you need
to set up yo ur ATAR I 800 Person al Computer System and t he ATA RI 810™ Di sk
Drive . For complete inst ruc t io ns p lease refer to t he A TAR/I!! BOO 'M Operato r's
Ma nual, the A TAR/I!! B10 T~ Disk Dr ive Operato r's M anual and the operato r's
manuals suppl ied w it h t he other peripheral equ ipment yo u have pur chased.

i ncluded with yo ur ATAR I 8PO Personal Com puter System is an ATA RI BASIC
Comp uter Language cart ridg e. In orde r to use the personal f inance program, yo u
mus t insert this cart r idge into the left slot o f your computer conso le (see Figur e
1-1 ).

II CARTRIDGE

Figure 1-1 Insert ing the A TARI BAS/C Cart ri dge

You r Personal Financial M anagement Syst em is designed to be used w ith only
o ne disk dri ve. Therefor e, if yo u have more th an one d isk drive attached to yo ur
personal computer system, only turn o n the drive that you have set as Dri ve 1.

Insert ing a d iskette into a di sk dr ive is a simple, but ve ry impo rta nt p rocedure . A n
imp roperl y posit ioned disket te can cause damage to the di skette which, in tu rn,
causes pro blems w it h the program s and data on t he di sket te.

1. Turn th e tel ev ision set and di sk dr ive on . (Do not tu rn t he computer o n at
this tim e.)

2. Wa it for the BUSY light (top red l ight) on t he d isk drive to go off .
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4 elt/ ng Up

3. Remove System Di skette I fr om its protect ive paper sleeve .

• Hold the di skette O NLY by its bla ck, sea led envelope, and 00 NOT
t ry to remove th e di skette f ro m t his enve lope.

• 00 NOT tou ch any of th e exposed surfac es o f the disk ette, because
you may dest roy its read-w ri te capab i l it ies.

• 00 NOT ho ld t he di skette by placing yo ur fi ngers through the center
hol e.

4. Hold th e d iskette w ith th e labeled side up, th e label tow ard yo u (see
Figure 1-2).

Figure 1-2 Inserti ng a Diskette

5. Open th e door to th e d isk dr ive by pressing the button below t he d riv e
door. Sli de th e d iskette in gent ly bu t firm ly.

6. Clo se the d isk dr ive door .

Wh en yo u have completed the rout ine o f inserti ng System Diskette I into th e di sk
drive , yo u are now ready to begin using the Person al Finan ci al M anagement
System. To int rod uce you to th e keywords, te rmi no lo gy, and fun ct ion s yo u w il l
use, let's bring up t he Syste m Menu onto your tel evi sion screen by fo llowi ng t he
steps be low :

1. Turn the co mpute r pow er swi tc h, which is o n t he r ight side of the co m
puter consol e, to 0 .

2. The ATARI logo w ill appear on the scree n first, fo llowed by the System
M enu (see Figure 1-3).

3. You are now ready to beg in yo ur program. After read ing th e exp lanations
o f key fu nctions and term ino logy, you wi ll f ind de ta iled d irection s fo r
each mod ul e under the appro priate sect io n head ings.



Figure 1-3 The System Me nu

THE SYSTEM MENU

The System M enu is yo ur start ing point each time you want to work w it h your
Person al Financia l Manageme nt System. The System M enu is simi lar to a
restaurant menu ; i.e., yo u ind icate yo ur selec t io n to th e computer by typ ing the
keyword (shown in inverse v ideo) on t he left side of the screen. O n th e r ight side
o f t he screen is a brief descript io n o f wh at you ca n do w it h each module. For
detail ed explanat ions of the Create, Reco rd Keeper, Chec k book Balancer, Budget
M anager, Budg et Analyzer, and Budget Forecaster modu les, refer to the individ
ual di scussions of these fu nct io ns.

TERMINOLOGY AND FUNCTION KEYS

Keyword. The keyword repr esen ts t he func t ion(s) yo u may wa nt to perfo rm in
eac h menu o f yo ur Personal Financi al M anagement System. W hen maki ng you r
select ion, it is not always necessary to type the ent ire keywo rd. Freq uent ly, the
firs t letter o f a word is enough, provided no other selec t ion o n t hat menu begins
w it h the same letter. Wh en t his does occur, yo u need to type enough o f the
keyword selec t io n to make it un iqu e. For instance, in t he Reco rd Keeper M enu
(see Figure 1-4), three o f the select ions are ENTER, ED IT, and EXIT. Therefore, yo u
co u ld not ty pe an " E" for you r select ion or the message prompt E IS INVALI D I
w ill appea r on t he bottom of the screen. In th is case, you mu st type at least the
f irst tw o letters o f your selec t io n to di f ferenti ate it f rom the others.

Note: W hen you type in a keyword ent ry, IT MUST BE IN CAPITAL LETTERS. I f
you accid enta l ly go in to the lowercase mod e, simply hol d down the IllIID key
w hile depressing the ''''4-i'"'1;' key. This w ill put yo u back into the upp ercase
mod e.

System Menu. The System M enu, as seen in Figure 1-3, is the f irst menu t hat
appears o n th e screen af ter you have booted (sta rted up) you r co mputer syste m.
From the System Menu yo u can access any of the modul es you need.

Warning: It is imperative that you exit from your personal f inance program
through the System M enu (when you have f inished your wo rk for the day). I f you
simp ly turn the co mp uter and d isk drive o f f from anywhere in the program, you
wi ll lose ALL the in format ion entered on the Data Diskett e during the cu rrent wo rk
sessio n.
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Main Menu. As yo u bring up a prog ram module. the Main Menu appears on you r
screen. From this, you choose the subfunct ion yo u wa nt to perfo rm. Figure 1-4 is
an examp le of th e M ain Menu from the Reco rd Keepe r module.

•

•
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Figure 1-4 Record Keeper Main Menu

System Di skettes. System Di skettes conta in th e programs (softwa re) th at make up
yo ur Personal Fin anci al M anagem ent System. System D iskette I co nta ins t he pro
grams for the Crea te, Record Keeper , and Checkbook Bal ancer modules. Syste m
D iskette II contains the program s for the Bud get M anager, Budget Ana lyzer, and "---'
Budget Forecaster modules.

Note: If at any ti me yo u insert th e w ro ng program diskette, a message wi ll pro mpt
you to INSERT THE OTH ER PRO GRA M DISKETTE.

Data Diskettes. Data D iskettes are th e di skettes on which you store the informa
t io n entered into the compute r. The disk ettes availabl e as Data D iskettes are the
ATA RI 810 1M Blank Diskett es (CX8100), or ATA RI 810/815 Blank Diskettes
(CX8202). A bla nk d iskette is included with your Personal Financia l Management
System for this pu rpose.

You sho uld classify th e Data Di skettes as either CURRENT (th e di skette yo u are
current ly putting information on) or as a dated di skette. An appropriate reference
for th e dated d iskette would be the dates o f informa t io n covered on th at
di skette. You can develop your own system of class if ica t io n as you inc rease yo ur
fi les. Any system co m fo rtable fo r yo u is acceptab le, as lon g as yo u ente r cu rrent
transact ions on th e CUR RENT di skette. If yo u have a lot of monthl y t ransactions
however, you may wa nt to prepare a new Data Diskette for eac h month.

Caut ion : If you allow t he d iskette to run out of space in t he m iddle of the month,
it w ill cause yo u a great deal of inconve nie nce in all fu ture operat io ns. The co m
puter w i ll alert yo u when th e ava ila b le di sk sto rage space is near capacity. W hen
yo u are ready to begin a new month, yo u are urged to return to th e System M enu
and th en go to t he Crea te module to prepare the next Data Di skette. (See t he
instructions under th e Create modu le sect io n of this manu al.)



"'ifill-Vi Key. Throughout this manual, you will see '!Iiill;!,i following a co rn
mand or statement. This means you are to press the ijiiill'Ui key (see Figure
1-5) af ter ente ring th at co mma nd o r after typ ing data in to th e syste m. By pressing
i;i'i1i;Ui you are telling the computer to accept and enter onto the diskett e the
information yo u have typed.

In many situations you will find you only have to press the iiiiiii'U+ key to
ente r a respon se. Thi s is cal led a default , mea ning t he program expects a par
t icular response. Usually this occurs when you are in a "yes" or "no" situation.
The screen will prompt yo u by ind icating th e def aul t answer. For insta nce, if th e
de fa ul t is a " yes" and your answe r to a qu estion is " yes," th en a " Y" w i ll
automatically appear at the cursor location. All you do is press i;iiiii;'ii to

ente r your answer. "'~ '" yei" ~ II '/ I'.
ED:lD Key. Wh en yo u wa nt to return to the M ain M enu of a modu le, press the
ED:lD key (see Figur e 1-5). In most circumstances, the pro mpt message PRESS
START FOR MENU wil l appear at t he bottom of the scree n.

I!limiIlI Key. Wh en you are in an Edit fo rmat. t he I!limiIlI key al lows yo u to
by pass certai n entries when you do not need th e requ ested da ta, as d iscu ssed
later in t his ma nual.

mmJ Key. The key allows you to search catego ries for th e re-
qu ired data in the Budge t Ana lyzer and Budge t Forecas te r modules.

lifibS';!"'i' Key. The 4ih'i1F;!¥M' key (see Figure 1·5) should not be
used . Wh en yo u press th is key, any t hing on the screen yo u have no t ente red (by
press ing ii'iiii·itil wil l be lost. The system returns to the beginning of the pro
gram and red isplays the System M enu.

Note: If yo u shou ld get a BOOT ERROR message on your screen at any tim e,
p lease refer to t he HELP! sect io n of th is manu al.

ST"' ~ '

•••• • ••8 •
• lIaaaallalla••

••IIIIBIIIIDII••".
118.8111111•••0

Figure 1-5 Locat ion of Function Keys
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GENE RAL DATA
ENTRY
INFORMATION

2

GETTING STARTED

The fo llowing l ist co ntains ru les yo u should follow wh en enter ing data into yo ur
Person al Financ ial Management System. Wh en a special sit uat io n occurs, it w ill
be ind ica ted at the appropriate ti me in t he manu al. The li st below is relevant
throughout the personal fin ance program, and you shou ld read it th oroughly
before continuing.

1. You can esta b l ish up to 128 catego ries and subcategories. As you set th ese
up, it is advisab le to revi ew the li st o f nam es yo u already have entered.
You may fi nd a f i le into which yo u can p lace your new da ta. Do not t ry to
name a category Al l , as thi s term is reserved fo r use by th e system.

The key to establ ishing a logical, funct io na l data base, is to plan your
budget. Know wh at categories you wi ll need based on yo ur cu rrent l iv ing
requ irements. You can add new categories as they are necessary , but yo ur
basics wi ll be establ ished.

No te: You shou ld use th e ADD format of the Budget M anager module to
estab l ish your budg et categories and subc ategories in the data files. Thi s
w ill help you p lan your budge t more effective ly .

W hen yo u establ ish a category name, do not use any commas, or t he pro
gram w ill give you an error message. This happens because a..comma wi ll
automatically be insert ed by the program after the subc ategory name is
esta bl ished (both catego ry and subcategory are di splayed to gether; i.e.
au to mobile, fuel).

2. W hen you ente r your budget categories thro ugh the Record Keeper
module. it is important to remember you are entering the category names
and subcategory names, and no t the budget informa t io n suc h as budget
goals or budget ty pes. Therefo re, in orde r to co mple te th e information in
the data fi les on the Data Diskette, you must use t he M ODI FY format in
the Budget M anager module to enter the budget type. I f yo u fa il to follow
th is p rocedure, your budget goals w ill be ref lect ed as 0.00 (ze ro) when you
wa nt an analys is of your expenses and inco me. The budget typ e o f T
(Transfer), I (Income), F (Fixed). or V (Va riab le) w i ll auto ma t ica lly be
assigned by the program and may no t refl ect a t rue pi ctu re o f your
finances.

3. O ccasion all y, you will see the category o f TRANSFER automatica lly
assigned to your data entry. The purpose of the TRANSFER category is to
protect you from having a doub le ent ry in your data fi les. A subcategory
should be assigned in a TRANSFER catego ry so you know what you
t ransferred.

Cell ing Started 9



ERRORS
DURING INPUT

10 Gelling Sfarred

For insta nce, if yo u use Cred it Card X fo r a purch ase. yo u w ill be enter ing
it in th e credi t ca rd sect io n of your data fi les as a category . Then wh en
yo u wa nt to pay the bill, yo u wi ll be enter ing th e check in th e CHECK
Entry format of th e Record Keeper module. The category of TRA NSFER is
assigned when you ente r t he check written to th e credi t ca rd company, so
the expense is recor ded and ca lc u la ted only o ne ti me. Wh en TRANSFE R
is t he category, Credi t Card X sho uld be th e esta blished as the sub
category for you r reference.

4. Wh en you establish a subc ategory nam e, yo u can use a comma if
necessary.

S. You cannot have more than a total o f 30 charac te rs, includi ng spaces , in
th e category and subca tegory names combi ned.

6. DO NOT mix income and expense budget types under the same category
nam e. By doing so, you wil l get an inaccu rate ana lysis o f your income and
expenses wh en you use th e Budget Ana lyze r module. For example, if you
own property which you rent, th e category might be called Propert y, and
t he subca tego ry might be Rent (w hich wo u ld be an income budget type),
and another subc ategory mig ht be Repairs (an expense budget type).
When you are ready fo r a budget ana lysis, and yo u requ est the category
o f Prop erty, t hese two subc ate gories w i ll combi ne for the analysis, but
will not give you a true income versus expenses situation. Another
example wou ld be a category called Investment s and the subca tegor ies o f
Bought and Sold. The Bought is you r expense, and th e Sold is your
incom e. The two combined in an anal ysis would not produce a true p ic
t ure of t he ca tegory .

7. To enter a date, use th e 00/00/00 format. However, if th e entries have
single d igits in them, it is no t necessary to type the leading zeros. For
instance, Janua ry 1,1981 could be entered as 1/1/81 .

8. To enter a dollar f igure th at has no cents involved, it is not necessary to
type th e tra i l ing zeros . For instance, $10.00 can be entered as 10., $5.00 as
5.. and 50 on.

9. To type the functio n you wa nt to per for m, you need only type the first let
ter or first few letters of the word and then press i;iiiij.j~' . providing those
first let ters are unique to the li st of func t io ns. For insta nce, if you have a
choice of Edit o r Exit, ty p ing an " E" is not eno ugh fo r ei t her one; yo u mu st
type " ED" or " EX" depend ing on what you wan t to do.

W hen you are ente ring data and make a mistake (o t her th an a spe ll ing error),
wh ich does not conform to wh at the system expects, an error response w ill occ ur
after you press • .Ii,ii-Vi. The indication of such an error is a low tone with a
message displayed at th e bottom of the screen (see Figure 2-1). The mi stak e is
erased and yo u w ill see th e curso r back at th e input position. You can duplicate
the error shown in Figure 2·' by typing E ijiiii@i with your Record Keeper M enu
on t he sc reen (mak e sure th e vo lume on the televi sion set is turned up so you wi ll
hear th e sound o f th e low to ne).

I
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BUDGET
PLANNING
SHEET

•

P II".,

Figure 2-1 Record Keeper M enu Wi th In val id Ent ry

The Budg et Plann ing Sheet on the fo l lowing page is an example to help yo u coor
din ate your expenses and income and to organize a wo rkab le mon thl y budget.
A lso incl uded is a bl ank Budget Planning sheet which yo u can copy to lay out
your ow n budget. Once you have done thi s pl ann ing, yo u are ready to enter t his
in formati on into your Personal Financial M anagement System.

The Budget Plann ing Sheet wi th the catego ries and subca tegories listed is only a
suggested guide.

Ceili ng Starred '1
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BUDGET PLANNING SHEET
PERSONAL FINANCIAL MANAG EMENT SYSTEM

)

1. OCCASIONA L AND MONTHLY EXPE NSE CHART 2. ESTIMATED MONTHLY BU DGET
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FIRST DI SKETT E
PRE PARAT ION

3

CREATE MODULE

Figure 3-1 Create Main M enu

The FIRST f unct io n in t he Create modu le mu st be used to prepare th e FIRST Data
Diskette used in yo ur personal fi nance program . Please read thi s sect ion ca re
fu lly fo r comple te instruct ion s.

The Crea te Module will prepa re you r Data Diskettes to receive information you
enter into your persona l compute r system. W hen you begin to use your Personal
Fina ncia l Management System prog ram , sele ct FIRST from the Create Main
M enu (Figure 3-1 ) to pr epar e the FIRST Data Di skette. Additiona l di skettes re
qui red after t he FIRST Data Di skette has reached capaci ty will be prepared with
the selec t ion NEXT from the Creat e Main Menu. The instruct ion s for both pro
cesses are given below.

To begin, fo llow the nor mal start-up procedures fo und in Section 1. Then con
t inue as fo llows:

Use t his section only when yo u are prepa ring yo ur FIRST Data Diskette.

1. Insert System D isket te I into t he disk drive and close t he drive door.

2. Turn on t he computer co nsole. First the ATA R! logo wi ll appear, fo llowed
by the System Menu (see Figure 3-2).

3. Type the keyword CREATE and press ' .iiiii-y'- the CREATE modu le will
appear on the screen (Figure 3-1).
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Figure 3-2 System Menu

4. Ty pe the keyword FIRST and press i .Ii,li .p',

5. Follow th e prompt message INSERT THE NEW DATA DI SKETTE and press
''''lii'Vi,

Note: You will be adv ised that this procedure W ILL ERASE A LL INFOR
MATION ON TH E DI SKETTE. M ak e sure yo u have inserted th e proper
diskett e into the disk dri ve. After you confirm this, press iii¥i1iVi to <:«
continue.

The diskette wi ll be prepared and initi ali zed (encodi ng it as th e FIRST
Data Di sket te) for use. The no ise yo u hear co ming f rom the di sk drive and
t he beeping sou nd from t he te levis ion speaker are normal and to be
expe cted. The entire preparation process fo r the FIRST Data Di skette
takes approximate ly 30 seco nds.

6. W hen t he initializat io n process has been completed, the Create Main
M enu will return to the screen.

7. To retu rn to the System M enu, type EXIT and press ';Ij"I;Vi,

Use this section every time you need to prepa re another Data Di skette beyond
you r first. This NEXT Data Diskette becomes you r current Data Diskette.

1. Insert System Diskette I into th e di sk drive and close the drive door.

2. Turn on t he computer co nsole . The ATA RI logo w ill appear, t hen th e
System Menu (see Figure 3-2).

3. Type the keyword CREATE and press iiiiiii;Ui. The Create Main M enu
should appea r on your screen (Figure 3-1).

4. Type the keyword NEXT and press '.i'iii·V'. Follow the prompt message
INSERT THE CURRENT DATA DISKETTE and press ' .•'ilhil' The current "-
Data Diskette is th e one you have most recently used.



BACKUP

Note: If yo u insert the wrong disket te, yo u wi ll get an error me ssage on th e
screen.

5. Follow the prompt message INSERT TH E NEXT DATA DI SKETTE and
press '.liiii·n', The diskette wi ll be prepared and initialized to receive con
tinui ng da ta.

6. Wh en th e Create M ain M enu appears on the screen, remove th e di skette
from the disk drive and im mediat ely label it wit h the f irst date o f entry in
to you r data base. This diskette now becom es your current Data D iskette.
Take th e prev io us Data Di skette, old, and comple te the information on
the label by noting the last input date on t hat diskette. O ne suggest io n
wo uld be to set up a catalog syste m by numbering your Da ta Di skettes se
quentially (1, 2, 3. 4. 5, et c.). Then next to the Data Diskette num ber yo u
write th e all -incl usive dates of informat io n on that di skette. So the first
year's Data Disk ettes might be label ed as fol lows: #1 (1/1/81 - 4/30/81), #2
(5/1/81 - 6/30/81l, #3 (7/1/81 - 9/30/81l, #4 (10/1/81 - 12/31/81l

7. To return to the System Menu, type EXIT and press ' .!llimJ'.

8. To exit from your personal finance program, type EXIT and press H;ij'iiMH.
W hen th e message prompt appears, yo u can turn off th e syste m.

You use th e Backup forma t to make a bac kup co py of your current Data
Diskette. This is done so your inform ati on won't be lost in case yo ur or ig inal copy
is damaged. This functio n shou ld be per formed at the end of each wo rk session.

1. You have to go through t he System Menu to t he Create module.

2. When yo u have the Create M ain M enu on th e di spl ay, type t he keyword
BACKUP and press ';jiiiim'.

3. Follow t he message prompt INSERT THE BACKUP DATA DI SKETTE. Press
',"iii.'" to cont inue. Make sure you use a blank diskette, or ad isket te you
do not mind erasing.

4. After you have checke d to make sure you have pla ced th e co rrec t
diskette into the disk drive, press '·JilihU' to continue.

S. The diskette is prepared to accept t he data yo u want cop ied.

6. W hen t he prepa ration is complete, fo llow th e message prom pt INSERT
THE DATA DI SKETTE. Press 'iiilih,,' to continue.

Note: The prog ram w il l ask yo u to change t he Da ta Diskette and the
Back up D iskette back and for th severa l t imes. This is necessary, as on ly a
specific amount of informa tion can be copied at a time .

7. Foll ow th e message prompt INSERT TH E BACKUP DATA D ISKETTE and
press ' ."iilm! to cont inue.

8. The inform at ion wi ll be cop ied onto your Backup Di skette. W hen th e
process is co mplete, fo llow th e message prompt INSERT THE DATA
DI SKETTE and press ' ·'iiii'V' to cont inue .

9. When th e program returns to t he Create Main Menu, type EXIT and press
Hiiiiii-P' to return to the Sys tem Menu.
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RECORD KEEPER

Figure 4-1 Record Keeper Ma in Me nu

The Record Keeper module is one of the two pr imary modules in you r Person al
Financial Manag ement System. The informat io n yo u type in to t he data base is
th e same information used to co mpile you r reports for the Budget Ana lyzer and
Budget Forecast er modul es.

The Record Keep er Main Menu (see Figu re 4-1 ) contains fo ur ma jor func t ions:
ENTER, EDIT, PRINT, and EXIT.

ENTER. Use the ENTER funct ion to type ind ividual transacti ons into your data
base. The subfunctions found under th e ENTER format are di scu ssed in detail
later in th is section.

EDIT. Use th e EDIT function wh en it is necessary to change or mod ify
information in the dat a base. However, the EDIT function in the Record
Keeper module does not allow you to change your budget goal s or budget
types. You mu st use th e M ODI FY and/or PLAN format in the Budg et Manager
modul e to make those modifications.

PRINT. The PRINT funct io n will give you a l ist ing o f information ei t her in
pri nted form or di spla yed on the scr een.

EXIT . Use the EXIT funct ion to retu rn to the System M enu from any module
Main Menu.

Wit h the exception of t he EXIT co mmand, eac h function and its related subfunc
t ion s are di scu ssed in de ta il on t he fo l lowing pages.

Record Keeper 19
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When the Record Keeper Main M enu appears (Figure 4-1 ). decide what subfunc
tion yo u wa nt to per for m, type the keyword fo r that function, and press i;ijiii;iti.
Then refer to th e appro pria te d irect ions on t he fo llowi ng pages of th is sect ion.

ENTER Format

To enter informati on into the computer and onto the Data Diskette. yo u mu st
type the appropr iate data and th en press t he 'fiiii;lt' key. Pressing the i;liilli;lfi key
tell s the program to ente r the data into th e system.

All info rmation mu st be entered in t he prop er ti me sequence. That means you
canno t enter da ta for Marc h and then go back to enter data for January. Plan
you r wor k session each ti me before you begin.

1. Type the keyword and press ';Ijiii-it'.

2. After the message INSERT THE DAT A DI SKETTE, press ' ·Ijiwli' to co n
ti nue .

3. The Transact ion Types M enu (Figure 4-2) wi ll app ear on the screen. You
now have to select a fun ction from this menu : CHECK. AUTO Dedu ctio n.
WITHDRAWAL, Savi ngs. CASH Expenditu re. DEPOSIT . Chec k. SAVINGS
Deposit . CREDIT Card. and INCOME.

T
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Figure 4-2 Transact ion Types M enu

Many of your entries. regard less o f what menu yo u are using. may be tax
dedu ctible item s. You sho ul d co nsider your category/subca tego ry name selec
t ions to accommoda te these entries ahead o f t ime. The following paragraph s are
only a suggestion.

Let's ass ume you are a sa lesperson who can deduct several automobile expe nses
over the yea r. I f yo u make eight fuel purchases a week, five of those purch ases
mi ght be business rela ted. and th e o ther three fo r p leasure. You co uld esta blish
th e category as Automo bile. You r subcategories fo r fue l cou ld be set up as
FuelTO for the purch ases th at are tax dedu ct ib le, and Fuel fo r nondeduct ible pur
chases. In ot her words, t he TO is yo ur f lag ind icat ing a tax-dedu ctible expense.
Th is method could be app lied to all categori es and subc ategor ies w ith th e same
set o f circumstances.



At the end o f yo ur f isca l tax yea r. l ist all the ca tegories and subcategor ies yo u
have set up, no te th e ones that are tax deduct ib le, t hen pu ll you r tota ls from th e
di skette as yo u requ ire them. M eanwhi le, they have sti ll been incl uded in yo ur
daily budget and used to estab lish t he charts fo r th e Bud get A nalyzer and Budg et
For ecaster modules.

CHECK Format

Use the CHECK fo rmat to enter th e checks yo u wr it e duri ng the mont h and li st
th em to the Current Data Diskette. You can ente r checks from mor e t han one
chec ki ng account. However, only the actual check numbers fro m one accoun t
can be reco rded. A ny check numbers from addi t io na l accounts mu st be recor ded
as zero.

I f you need to vo id any checks after yo u have entered th em into yo ur data f iles,
pl ease refer to the Chec k Edit secti on o f this manu al.

Figure 4-3 CHECK Submenu

1. Type the keywo rd and press 'iii"j.V' Figure 4-3 wil l appea r on the screen.

2. Type in the mon th, day, and year in the fo rmat MM/DD/YY. 1;1'''''':'. (For
single-d igit months or days, it is not necessary to type the lead ing zero;
i .e., 02/02/81 can be entered as 2/2/81.)

3. Type in the amount of the check, i;iiPhJ', It is not necessary to type in the
doll ar sign ($J (you wi ll get a message prompt tell ing yo u the $ sign is in
vali d). Al so, if th ere are no cents, yo u do no t need to type in th e zeros (i.e..
yo u can ente r $10.00 as 10.). You may ente r a doll ar f igure o f up to
$9,999.00.

4. Type the check numb er, ' .Iiiii·p'. As you continue wit h the CHECK entry
fo rma t. th e check number w ill automa ti cal ly increase sequent iall y. If the
check number is different fr om the number on th e screen, simp ly type in
the numb er, iiiiiimti. The numb er previou sly showing will automatica lly
be erased wh en yo u type in th e new number.

RecordKeeper 21
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Note: I f you need to enter a different check number than shown on the
display, make sure your ent ry is no mo re t han 50 nu mb ers higher t han the
check -number shown. For insta nce, if the last nu mber entered wa s Check
No. 25, your next check number entered cannot be larger than No. 75. I f it
is, then an error message appears and you are to reenter another check
number (lowe r than 75).

5. The TO W HOM entry is opt ional. If you want to make t he entry, type in
the information, iiijiii;!ii' otherwise. just press 'iijiii-Ui.

I f you ente r second checki ng acco unt chec ks, indicate to who m the chec k
was issued for your records.

D. The co mment entry is opt io nal. I f yo u wa nt to make t he entry, type in t he
information, ' .Iilli-P'-ot herwise just press 'iijiii·U'.

7. Assign t he check to a category already establ ished . If necessary, set up a
new category. For insta nce, if th e check was fo r a car payment , th e
ca tegory might be calle d " Automobil e."

You are allowed to enter a total of 128 categories and subcategories.
Remember to establ ish tax-dedu ctib le categories and subcategories when
necessary.

8. The subca tegory is an o pt io na l requiremen t. Referring to th e example in
Step 7, yo u may want to record th e speci fi c ca r fo r which the payme nt
wa s made. O ther subc ategories und er Automobi le might be Fuel, Repairs,
and the like. Type your subcategory and press '·'iiii;Vi.

9. The prompt message ISTHIS CO RRECT? YIN appears on th e screen. If you
have ente red all the informat ion correct ly for this check. type Y ';liili;,?',
and cont inue w it h Step 10. If yo u made an error or lef t somet hing out.
type N i;iiiii;V1 and repeat Steps 2-9.

10. The Budget Catego ries d isp lay, as shown in Figur e 4-4, will appear o n you r
screen when you ty pe in a ca tegory name th e system does no t reco gni ze.
Rev iew th e information give n, and respond to the prompt DO YOU WANT
TO RE VIE W EXISTING CATEGORIES? YIN . If th is screen does not appea r,
go to Step 12

• lUff

Figure 44 Budget Categories Format



• I f no, ty pe N and press I·hili-Vi .

• I f yes, type Y and press i;iiIiW+. A l ist o f all th e categories yo u have
established to da te w i ll appear on th e screen. If there are mor e
catego ries t han on the screen, press i;iiiiiiV' agai n and t he additional
categories w il l appear. Cont inue to press i;ijiiht' unti l yo u have seen
all the ca tegories yo u have entered.

11 . Press luilihk' again . I f you typ ed a new category, yo u w i ll be asked DO
YOU WANT TO ESTABLISH XXXXXX AS A NEW BUDGET CATEGO RY?
YIN.

• If yes, type Y '·'i"j.j!' Your new catego ry w il l be entered, and th e
di spl ay returns to th e CHECK entry format. Go to Step 12.

• If yo u do not want to esta bl ish yo ur entry as a new ca tegory, type N,
',lilli·P' You wil l be asked to reenter the category und er whi ch th e
check is to be li sted. Press idiiiilV' Ente r the subca tegory, i f any, and
press I.',,,,,,!, Repeat Ste ps 10 -11.

12. If vo u w ish to co nt inue ente ring checks. press iiiiiii·I." aga in and repeat
Steps 2-1 2. Wh en you f inish enter ing chec ks, press lUlD to return to the
Transacti on Typ es M enu . If you w ish to ente r other types of transaction s,
refer to t he appro pria te subsec t io ns und er th e Transaction Types heading.

13. I f yo u are fin ished w it h the Transac tion Typ es M enu , press lUlD again for
t he Main M enu .

Note: When yo u go from th e Transaction Ty pes Menu to t he M ain M enu, a
Processing Screen appears on th e di spl ay. The gra phics di spl ay you see,
alo ng wi t h th e co untdown at t he bottom of th e screen, is fo r yo ur enjoy
ment while the informat ion you have ty ped into the co mputer is be ing
sto red and f iled pro perly onto the Data Di skette.

14. If you wa nt to exit f rom the module, type EXIT ili"ii;Ui

15. To exit from yo ur Personal Financ ia l M anagement System, type EXIT
i;iiiii;lfi When the message prom pt appears, turn o ff the system.

AUTO Deduction Format

The format AU TO Dedu ction ref ers to auto ma tic deductions taken fr om yo ur
bank account. For instance, yo u may have arra nged fo r your li fe insur ance
premium to be dedu cted automatica lly eac h mon th fr om yo ur checking account.
You wou ld make that entry into t he co mp uter system indicat ing th e da te th at
deduct io n is ta ken. Another automatic dedu ction might be the monthl y serv ice
charge on yo ur account.

1. Typ e th e keyword and press ijliiiliVi to brin g the AU TO Dedu cti on fo rmat
to the screen (see Figure 4-5).

2. Ty pe the da te o f the automa tic dedu cti on be ing ta ken and press li!illi.pi,

3. Type th e amount of the auto mati c dedu cti on and press ';ii"i;Vi

4. The comme nts are optional. To move to the next entry, press I'!i''''N'
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Figure 4-5 AUTO Deduction Format

5. The bud get category of TRANS FER is automa t ica lly assigned. The term
transfer is used in case this deduc tion is ente red into the dat a base twice
fr om different app l ica t io ns. Th is pro tects yo u f rom havi ng the same in for
mati on calcu lated mor e t han once . If yo u need to change the category
name, type the change and press '.!llihiii If no change is requir ed, just
pre ss bj"d"

6. The subcategory is op ti on al. How ever, if you used TRAN SFER as th e
ca tegory, yo u shou ld assign a subcategory for yo ur reference. Press
" 'j'ii-V' to co ntinue.

7. Respond to t he message prompt IS THI S CO RRECT? YIN.

• If yes, type Y ijiilii-p' and the data w ill be entered.

• If your answe r is no, type N "'iiii-d' The AUTO Deduction format
returns to the screen. If you have more automa t ic dedu ct ion s to
enter, repeat Steps 2-7.

8. Wh en yo u are finished w ith the A UTO Deduction forma t, press IDmI to
return to th e Transaction Types format. If yo u want to return to the
Recor d Keeper M enu , press IDmI aga in.

9. I f you want to exit from the modul e, type EXIT and press iiii'iiMi

10. To exit from your personal finance program, type EXIT and press ''''''hi'
Wh en th e message prompt appears, you can turn off th e syste m.

WITHDRAWAL, Savings Format

The WITHDRAW AL, Savings tr ansacti on accommodates any withdrawals you
make from your sav ings account. If yo u withdraw $100.00 fr om your savi ngs on
June 25, record it onto th e Data Di skette. You will also record how t he $100.00
was app l ied and ente r this information under th e appro pria te category .

1. Typ e the keyword, then press ','iiihf' The SAV ING S Withdrawal form at
(Figure 4-6) w ill appea r on th e screen.
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Figure 4-6 SAVINGS Wit hdrawa l Forma t

2. Type the date o f t he w ithdrawa l being ente red in t he MM/DD/YY
format,l d' '' '''i'

3. Type in the withdrawal amount, ' ·!iiii V'

4. The comment entry is optional; to continue. press ',li"i;Ui

5. If yo u wa nt t he sav ings w ithdrawa l under the category of TRANSFER, ju st
press 'liili"'?' If you want to assign a category name, type in the change
and press ';Ii,wpi

6. The subca tegory is opt io na l. However, if yo u used TRA NSFER as the
catego ry, yo u shou ld assign a subcatego ry for you r reference. Press
'lI3i11·n' to continue.

7. I f yo u have ente red a new budget category, th e Budge t Categories Rev iew
forma t w i ll appea r on t he screen. If th is not a new ca tego ry, go to Step 9.

• I f you wa nt to revi ew all the categories yo u have esta blished typ e Y
1;i"iiiU' Keep pressing "'jiil;Ui until all the categories have been
listed and go to Step 8.

• If you do not want to review the categories, type N ijijlii;iii and
repeat Steps 2-8 to enter mor e sav ings withd raw al t ransactions.

8. Answer t he prompt DO YO U WA NT TO ESTABLISH XXXXX AS A NEW
BUD GET CATEGORY? YIN .

• I f yes, type Y and press i;!ii''''hi' and repeat Steps 2-8.

• If no, type N and press '.jjiilV' enter the category you want, press
',"iii-V'. Enter the subcatego ry (if any) then press idi"hf'. Repeat
Ste ps 2-8.

9. If you are f inished with t he W IT HDRAWAL, Savi ngs fo rmat, p ress EmilI
to return to the Transact ion Types M enu.

10. If you are fi ni shed w it h t he Transacti on Types M enu, press EmilI to return
to the M ain M enu.
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11. If yo u want to exit from th e module, type EXIT ' .liili·p'

12. To exit from your Personal Financ ia l M anagement System, type EXIT and
press 'd'""I' Wh en the message prompt appears, yo u can turn o ff th e
system.

CASH Spent Format

You use th e CASH Spent format to record your out-o f-pocket expenses on a day
to-day basis. I f you do not mak e entries into th e syste m mor e th an once or twice a
week, try to save your cash receipts for dat a ent ry at a later date. Your cash
receipts will also be required for those tax-dedu ctibl e it ems.

Figure 4-7 CASH Spent Format

1. Type th e keyw ord and press 'iliili'h' The CASH Spent form at (Figure 4-7)
w ill appear on the screen.

2. Typ e in th e date of th e cash expe nd iture in th e MM/DD/YY format and
press "'i'iiV' If the date on th e screen is co rrec t, ju st press ' .IIIII;IJ'

3. Type in the amo unt spent, t hen press 'iiiiiliM'

4. Fill in th e pertinent informat ion und er W HERE SPENT and press ';ii'liM'.

5. The co mments are op t io na l; to co ntinue, press 'i'iiihU'

6. Fill in the budget category for th e cash expend it ure and pr ess ';hUIi-V'

7. The subcategory is optiona l; to co nt inue press '.',IIIM'
8. If t he budget catego ry has been previ ously estab l ished , repea t Ste ps 2-8.

I f you are entering a new category, go to Step 9.

9. The Bud get Categor ies Revi ew for ma t will ap pear on your sc reen.

• I f yo u wa nt to revi ew th e catego ries, type Y 'i""W' The ca tegories
you have prev iously establi shed w ill appea r on t he scree n. Keep
pressing '·'illi·U' until al l the categories have appeared. Press 'iiiii!'H'
one mor e t ime and go to Step 10.

•



• If yo u do no t wa nt to see the l ist of estab lished categories, typ e N,
press i .liili·d' and go to Step 10.

10. Answer the prompt DO YOU WAN T TO ESTABLI SH XXXXXX AS A NEW
BUDG ET CATEGO RY? YIN .

• If yes, type Y and press i;ii'ihiJi and go to Step 11 .

• If no, type N and press '.I,.II",?' enter the budget catego ry and
press i -I'i1iAI, Ente r the subcategory (if any), press iiiiili·p' and
repeat Ste ps 2-9.

11. I f you have co mpleted you r wo rk w it h th e CASH Spent fo rmat, press
IilD to return to the Transact io n Types Menu.

12. If yo u wa nt to return to the Ma in Menu, p ress IilD a seco nd t ime.

13 . If you want to exit from the Record Keeper module. type EXIT "'iliiiV'

14. To exit from yo ur Personal Financia l Manageme nt System, ty pe EXIT and
press ""iii·B' W hen the message prom pt appea rs, you can turn off the
system.

DEPOSIT , Check Format

W henever yo u make a depos it in to yo ur chec k ing account, yo u wi l l record it
thro ugh the DEPO SIT, Chec k fo rmat of th e Transact ion Typ es Menu.

Figure 4-8 DEPOSIT, Check Format

1. Type the keywo rd and press ,·"m;UI The D EPO SIT, Check format (Figure
4-8) w i ll appea r on th e screen.

2. Type the date of the check deposit in the M M /D D/YY forma t 'n+i1hV' If
the date on the screen is correct, just press i;ii"HJ'

3. Enter the amou nt of the deposit, then press 'jiiiiiMi

4. The comments are optional; to continue, press ';''''';lf8

5. Enter the budget category if different fro m TRAN SFER, and press I;li"!;':'
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6. The subc ategory is opti onal. However, if yo u used TRANSFE R as t he
category, you shou ld assign a subc ategory for your ref erence. Press
+;iiIlW' to cont inue.

7. A nswer th e prompt IS THI S CORRECT? YIN.

• I f no, type N, press '.I+'ii·U' and repeat Steps 2·7.

• I f yes, type Y, press i,iliii;!?' and go to Step 8.

8. I f this category is already estab li shed, repeat Steps 2-8. I f t his is a new
category bei ng entered, go to Step 9.

9. An swer th e prompt WOU LD YOU LI KE TO REVI EW EXISTING
CATEGO RIES? YIN.

• I f no, type N, press ' ·"i1j.Jfi and go to Step 10 .

• If yes, type Y, press 8;iiili-V' Kee p pressing , .Fjiii·lfi until you have
rev iewed all the categories. W hen all t he ca tegor ies have been
disp layed, go to Step 10.

10. An swer th e prompt DO YOU WANT TO ESTABLIS H XXXXXX AS A N EW
BUDGET CATEGORY? YIN,

• If yes, type Y. press i;ijiii;lfi and repeat Steps 2-9.

• I f no, type N. press '.jj,u.If' enter the budget category, press 'filii-'l'
and the subcategory (i f any) and '·'i'lI-i" Repeat Steps 2-9.

11 . If you have f inished ente ring the chec k deposit s, pr ess EB:liII to retu rn to
the Transact ion Types Menu.

12. I f you are fi nished w ith the Transact io n Types Menu, press EB:liII agai n to
retu rn to the M ain M enu.

13 . I f you want to exit from the modul e, type EXIT and press 'iliii!;!t'

14. To exi t f rom your Person al Financi al M anagem ent System, type EXIT and
press . ,li'II-V' W hen the message prompt appears, you can turn off the
system.

SAVINGS Deposi t Forma t

You wi ll use the SAV INGS Deposit forma t to record all deposits yo u make into
your sav ings account.

1 . Type the keyw ord and press i;i""df' The SAV INGS Deposit format (Figure
4-9) wi l l appear on t he screen.

2. Type the date of the deposit in the MM/D D/YY fo rmat. and then press
r;DlI!!illJ,(To enter single-d igit months and days, yo u do not need to type
the lead ing ze ro.)

If the date on the screen is correct just press ijiiiiiliJ'

•



Figure 4-9 SAVINGS Deposit Format

3. Enter the amount of the deposit, and then press "'ii"i;it+,

4. The comments are optional; press "'iiiiW'

5. Type the budget category if different fro m TRANSFER and press i;ii"hti.

6. The subca tegory is op t io nal. However. if you used TRANSFER as t he
category. you shou ld assign a subca tegory for yo ur reference. Press
':!jiii-p' to continue.

7. Answer t he prompt IS THIS CO RRECT? YIN .

• If yes, typ e Y, press ',iilihi" and go to Step 8.

• If no, type N, press '·"'i1M' and re pe at Ste ps 2-7.

8. If you are ente ring a prev iou sly estab l ished budget ca tegory. repeat Steps
2-7. If you are entering a new ca tego ry. answe r the prompt WOU LD YOU
LIKE TO RE VI EW EXISTIN G CATEGORIES? YIN .

• If no, type N, press 'i"""P' and go to Step 9.

• If yes, type V, press iiiiiii-Mi. Kee p pressing i;iiiii-p' until you have
reviewed all the categories. Then pressi;i;iij.jfH againand go to Step 9.

9. A nswer the prom pt DO YOU WANT TO ESTA BLISH XXXXXX AS A N EW
BUD GET CATEGORY? YIN .

• If yes, type Y '.Ii'ii-pH and repeat Steps 2-8.

• If no, type N "'i"H1' and typ e the category and press ""ili-V+. Enter
the subcategory, if any, iiiiiihili Repeat Steps 2-8.

10. If you have fini shed ente ring sav ings deposits. press _ to return the
Transaction Types M enu to the screen.

11. I f you are fi ni shed with th e Transact ion Types M enu. press _ again to
return to the Main M enu.
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12. If you want to exit from the module, type EXIT and press '·i'''j.!'' to return
th e System M enu to th e screen.

13. To exi t from your Person al Financial M anagem ent System, ty pe EXIT and
press ' W hen the READ Y prompt appears, you can tu rn off the
system.

CREDIT Card Format

Whenever you use a credit card, record the transaction onto the current Data
Diskette t hrough the CRED IT Card format. Estab li shing th e category for a credi t
ca rd account is similar to esta b l ishi ng a budget category . W hen it comes t ime to
make a payment on th e cre dit ca rd account, you w i ll record th e check you wr ite
fo r th at purpose und er th e catego ry of TRANSFER so yo u w i ll not have a dou b le
calcu lat io n fo r th e same expense.

Figu re 4-10 CREDIT Card Format

1. Type the keyword and press ' ·'iiii.p' The CRED iT Card format (Figure
4-10) wi ll appear on the screen.

2. Type the date of the charge and press i -iiiii·p' if the date on the screen is
correct, just press i;i'hit'

3. Type the amount of the charge and press i;iiiiii;ii'

4. Enter which credit card was used and press ' -liiii-U'

5. The WHE RE SPENT is optional; to continue press i -li,li-ji'

6. The comments are optional; to continue press i -li,li-B'

7. Enter th e budget category under which yo u wa nt t his charge and press
ijijil@i

8. The subcategory is optio nal; to continue press • .jjiiiM'

9. Answer the prompt IS THIS CO RRECT? YIN .

• i f yes. type Y, press i;iiliii;Ui and go to Step 10.

• If no, type N, press ';i'iiW' and repeat Steps 2-9.

<:»:
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10. If you are ente ring a prev iou sly esta blished budget category, go to Step
12. I f you are ente ring a new budget catego ry, answe r the prompt WOULD
YOU LIK E TO REV IEW EXISTING CATEGO RIES? YIN .

• I f no, type N, press E'lII!IliIlI and go to Step 11.

• If yes, type Y. press """iI' Keep pressing ' ·liili·h' until yo u have
reviewed a ll the categories. Then press ' ·'jiij.!,' agai n and go to Step
11.

11. Answer the prompt DO YOU WAN T TO ESTABLI SH XXXXXX AS A NEW
BUDGET CATEGO RY? YIN.

• If yes, type V, press ""lihiJi a nd go to Step 12.

• If no, type N, press 'UiiiMi and enter t he budget category l;lilli.p.
Enter the subcategory. jf a ny. '·'i'n.V' Co to Step ' 2.

12. I f you are entering a previou sly esta b l ished credi t ca rd, repeat Steps 2-10.
If you are enter ing a new cre d it ca rd, answe r the prompt WOU LD YO U
LIKE TO REVI EW EXISTING CARD NAMES? YIN .

• If yes, type Y, press '·"ii!dt,a nd a list of es ta blished cred it ca rds will
be displ ayed. Keep pressing H·l¥iiiiUH un til al l cred it cards have been
listed . Press 'd"j.j·" aga in a nd go to Ste p 14.

• If no. type N ' i!i""U' a nd go to Step 14 .

13. Answe r the prompt DO YOU WANT TO ESTA BLISH XXXXXX AS A NEW
CARD NA ME? N/Y.

• If yes, type Y, press 1;1""'111 and continue with Step 14.

• If no, ty pe N and press ' ·',III;I.l' Then typ e in the card name yo u wa nt
to use and press ';iii/1M. CO back to Step 12.

1 4 . If you are fi nished with the Credit Card fo rmat, press IBJiII to return to
the Transaction Types Menu.

15. I f you are f inished with the Transact ion Typ es Menu. press lBJiII again to
return to the M ain Menu .

16. If you want to exit from the modu le, type EXIT and press 'H'w't'

17. To exit from your Personal Financial Management System, type EXIT. the n
'jill"j !" Wh en th e message prompt appears. tu rn o ff t he system.

INCOME Formal

A ny income yo u receive shou ld be recorded th roug h the INCOM E format of the
Transacti on Types M enu . Do no t forg et to make the necessary ent ry if yo u
deposi t the income received in an acc ount. This includes inco me f rom sala ry,
stocks, bonds, sale of real estate, and the l ike. This enti re INCOME fo rmat wi ll be
impo rta nt to yo u at income tax ti me, because all personal inco me is taxab le.
M ake sure yo u also incl ude any in terest or di v ide nds yo u recei ve from in
vestm ents and o t her accounts as income.

Record Keeper 11



32 Record Keeper

Figure 4-11 INCO M E Format

1. Typ e the keyword and press 'iiiili·V' The INCOM E form at (Figure 4-11)
w ill appea r on t he screen.

2. Type t he dat e o f t he income and press ',"i"'p'
3. Type t he amount o f income (be fore taxes, if sala ry) and pressH.1iiiil*

4. Fi l l in the source of inco me (if desired), t hen press ',ililiM'

5. The comments are optio na l; to co nt inue, p ress ';Iilli·V'

6. Type in t he budget catego ry if d ifferent f rom INCOM E and press @;jiili;iJi.

7. The subc atego ry is opt io na l; to co nt inue, press i;iilij.jJi

8. An sw er the prompt IS THI S CO RRECT? YIN .

• If yes, type Y and press .",,,mfl Co to Step 9.

• If no, type N, press i iiilii;Vi and repeat Steps 2·8.

9. If yo u are enteri ng a prev iously estab lished catego ry, repeat Ste ps 2-9. If
yo u are ente r ing a new ca tegory, answer the pro mp t WOULD YOU LIKE
TO REVIEW EXISTING CATEGO RIES? YIN .

• If yes, ty pe Y and press '."lii-V' Keep pr essing "'i''''V' unti l yo u have
revi ewed all exist ing categories. Press i"'iii;Vi again and go to Step
10.

• If no, ty pe N. Press i;!iiihiji and go to Ste p 10.

10 . Answer t he prompt DO YOU WANT TO ESTAB LISH XXXXXX AS A NEW
BUDGET CATEGO RY? YIN .

• If yes, type Y and pr ess i;i'''i;Ui and repeat Steps 2-9.

• I f no, type N and press i-'i"i;Vi Enter the category and press ii"''''Vi_
Ente r the subcategory, if any, and press ijiiiiioifi Repeat Steps 2-9.



11. If you are fi nished entering income, press IDmI to return to the Transac
t io n Ty pes Menu.

12. If yo u are fin ished w ith t he Transact ion Typ es Menu, press lDmI again to
re turn to the Main Menu .

13. I f you wa nt to exit from the module. type EXIT and press i;i"iiiV+.

14. To exit f ro m yo ur Person al Financi al M anagement System, type EXIT and
press ' ·'iiii·p' Wh en the message pro mpt appears, yo u can turn off the
system.

PRINT Format

The PRINT format is app l icable if you have an ATARI 820™ 40·Column Printer,
ATARI 822™ Thermal Printer, or ATARI 82S™ 8o-Column Printer attached to yo ur
ATA RI 800 Person al Computer. (I f you are using the ATARI 825 8o-Co lumn
Prin ter, t he characte rs w il l print as a 40-co lumn l ist ing.) You may also use t he
PRINT fo rma t if you want a li sting di spl ayed on the screen by answe ring NO to
th e message pro mp t ARE YOU USING A PRINTER? YIN .

1. If yo u are using a printe r, make sure the printer is plugg ed into th e I/O
connecto r of th e di sk dr ive and outlet, and turned o n.

2. After bringin g up the Recor d Keeper M enu to t he screen, type the
keyw ord and press "'iiii&' The prompt message ONE M OMENT PLEASE
wi ll appear on the screen fi rst, then yo u will be asked to INSERT TH E
DATA DIS KETTE and pre ss '·"'liM' to co nt inue .

3. The Transaction Types M enu fo r pr inting (Figure 4-1 2) will appea r on th e
screen. Type th e keyw ord representing the function you want printed and
pr ess ';lilii·P'

Figure 4-12 Transaction Types M enu

Record Keeper ]]



34 Record K~per

4. Answer the message prompt A RE YOU USING A PRINTER? YIN.

• If yes type Y and press Fd!liili~i

• If no, type Nand press '."II'M' The data wi ll be displayed on the
scree n.

I f you are work ing w it h the CHECK format, co nt inue w it h Step 5. I f
yo u are wo rk ing w ith any o f t he o the r formats. co nt inue w ith Step 8.

5. If the promp t LO OKUP BY NUMBER? YIN appears, answer acc ord ingly.

• If yes, typ e Y and press i:""iii~i Type in the check numbers you wa nt
and the chec ks w il l be li sted sequentia lly.

• If no, typ e N, press ';i'i1'iVi and the checks will be listed in no par
t icu la r order. Go to Step 6.

Note: This featu re is dependent on how much memory is ava i lab le, and on
the size o f your chec k file on th e Data Diskette insert ed in the d isk drive.

6. Enter the sta rt ing date of the checks yo u wa nt listed and press '-"iiiiN' I f
you want all the checks listed, just press 'Oiiii,I." and go to Step 8.

7. I f you ente red a sta rt ing date, you may wa nt to ente r an end ing date. With
no endi ng date, th e l ist w i ll pri nt all th e checks requested from the
Starting Date on forward. To continue, press 'iliIiiM1,

8. Enter the ca tego ries you want l isted and press '.'i'ii-V' I f you wa nt all
catego ries, just press , Ii'ii-p' and go to Step 10.

9. Enter the subcategory, if necessary, ' iijiihifi

10. Enter the TO/FROM W HOM, if appropriate, and press ' ,liiii V'

The informati on wi ll be li sted as requ ested. It may take severai seconds
whi le the compute r searches all th e fi les you have entered on t he d iskette
in the di sk dr ive. As each p iece of inform ati on is l isted, yo u have the
opt io n of co ntinu ing to see the next data select io n or byp assing it un til all
dat a requests have been li sted.

Wh en th e l ist ing is f inished, t he te lev isio n screen wi ll redi splay the Trans
act io n Types M enu.

11. I f you are f inished w it h the Transact ion Types M enu, p ress EDlIiD to retu rn
to the M ain M enu (fo ll ow the message pro mpt d irecti ons).

12 . If yo u are f ini shed using th e Record Keepe r modul e, ty pe EXIT to retu rn to
the System M enu, fo llowing t he message prom pt instru ct ions.

13 . To exit from your Personal Financi al M anagement System, ty pe EXIT and
press "'j,,"'t',W hen the message prompt appears, you can turn off the
system.

EDIT Format

Ed it ing informat ion is making changes or modif icat ion s to yo ur da ta base. You
brin g up the Edi to r Menu (see Figure 4-1 3) fro m your Record Keeper M ain Menu.

-
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Figure 4-13 Editor M enu

The subfunc tions under the Edit or M enu are CHECK, AUTO Dedu ctions,
WITHDRAWAL, Savings, CASH Expenditures, ALL Ty pes, DEPOSIT, Check, SAV·
INGS Deposit , CREDIT Card, and INCOME. The ed it ing instruct ions are th e same
for all nin e subfunctions und er the Editing form al. Wh en editi ng CHECKS, CASH,
CREDI T, and INCOME, yo u also have the option of enter ing TO/FROM WH OM.

Editing: Checks, Cash, All , Credit Cards, Income

1. Type the keyword and press +;ii"hf' A message prompt tell s you to IN 
~ E R T TH E SYSTEM DISKETTE and press ',"lim,. to continue. You are then
to ld to IN SERT YO UR DAT A DI SKETTE and press "'iml!fe to continue. The
Editor M enu (Figure 4-13) w i ll appear on your screen. Type the keyword
represent ing the function you wa nt and press iiliii!dfi The EDIT format
(see Figure 4-1 4) will appear on your screen.

Not ice th at th e top of t he screen displ ays the dates of t he infor mati on on
the di skette in yo ur di sk drive. You may, at this tim e, wa nt a li stin g of the
in form ation on di skette. To do this, refer to the PRINT sect io n of this
manu al. The li sting will enab le yo u to go throu gh the data and det ermin e
which transactions need ed iti ng.

I TU .., ,

Figure 4-14 EDI T Format
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2. The curso r is on the STA RT M M /YY line, which refers to th e sta rt ing dat e
of the transacti ons you want to edi t. Type in th e mont h/year of the first
transaction you want to see and press '."i1m~,. It you want to edit all of
the transact ions, just press '.ii'''''I' and go to Step 4.

3. Ty pe t he ending mon th (in the MM/YY form at ) o f t he tr ansactions yo u
need to edit and press liiiiii;iiji. (For single-digit months and days, you do
not need to type the lead ing zeros .)

4. Type the category you wa nt to edit and press ' ·'i'Ii·P'. To review all the
categories, just press isijiihU' and go to Step 7. (I f you enter a catego ry the
system canno t f ind, you w i l l be adv ised.)

5. Type the sub catego ry (i f approp ria te) of the transact ions yo u want to ed it
and pres s ' .iiiiiM+,

Note: If you are vo id ing a chec k prev iou sly ente red, go to the li ne in
d icat ing the dol lar amount and reenter the value as 00.00. Th is wi l l leave
the chec k number reco rded in the data f i les, but el im inates the check
amo unt f rom being calc ulated (just as it wou ld in yo ur chec kbook w hen
you vo id a chec k).

6. Type the TO/FRO M W HOM (if appropriate) and press ' ."iii-IfH, If you want
to bypa ss this information, just press i;I'iiiWi,

7. To continue in the EDIT fo rmat as above, press H;iiiiip+ and go to Step 9.

8. If you are fin ished w ith this sec t io n of the ED IT format, press I!IEID to
return to the ED IT Menu.

9. The computer w i ll search the Dat a Diskette in your d isk drive, and then
your first selectio n will appear on the screen. M ake changes as necessary
when the cursor appears at each data entry point. Press """hili after each
line entry. If you do not need to change a partic ular line, just press ';iiiu.'~i

to continue.

Note: After reviewing the information on the screen, if no changes are re
quired, press t he IiliIIlillI key to bypa ss that data screen and go onto the
next dat a screen repeat ing Step 9.

10. After you have ed ited t he data on the scree n, answe r the message prompt
IS TH IS CO RRECT? YIN .

• I f yes, type V, press ',Ii'n.V' and you wi ll see the next data screen ap
pear. Go to Step 11 .

• If no, type N, press "'I'iIIV' and repea t Steps 9-10.

11. Press IlDBI to cont inue and th e next data screen w il l app ear. Repeat
Steps 2-11.

12. Wh en t here are no mor e d isplays (as indicated by a message pro mp t),
press I!IEID to return to th e EDIT M enu.

13. If you wa nt to return to th e Record Keeper M ain M enu, press I!IEID.



14. To exit from the Record Keeper modul e, type EXIT i.jiiii;iJi

15. To exi t f rom your Personal Finan cial M anageme nt System, typ e EXIT, and
press . When the message prompt appears, you can tu rn off th e
system.

Editing: AUTOmat ic Deductions; WITHDRAWAL, Savings; DEPOSIT , Chec k; and
SAVINGS Deposit

1. Type the keyword in the Editor M enu and press i;!i"W'. The EDIT For
mat in Figure 4-15 w ill app ear on th e screen.

II I JIM

'"

Figure 4-15 EDIT Format

2. Type the starting date in the MM/YY format, then press iiiiiii·U' I f you
want to edit all of the transactions, just press i;lilli-p' and go to Step 4.

3. Type the ending month in the MM/YY format and press .;Iiiil·O'

4. Typ e th e category and press l'iIiI!IlIl:J To review 'all th e categories, ju st
press and go to Step &.

5. Type the subca tegory (if app ropriate) o f the transact ions yo u wa nt to edit
and press i ·lilli.ji' The computer searches for the information and then
disp lays it.

&. Edit th e data as necessary, pressing af te r each entry . When yo u
are f inished mak ing the changes on this screen, press and answer
th e prompt IS TH IS CORRECT? YIN .

• If yes. type Y, press ilii'u.U' and the corrected data will be entered.
Go to Step 7.

• If no, type N, press iiillihij' and repeat Steps 2-6.

7. Press IlDDI to co nt inue and the next data screen wi ll appear. Repeat
Steps 2-&.
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8. W hen t here are no more d isplays (as ind icated by a message pro mpt),
press", to ret urn to t he EDIT M enu.

9. To retu rn to th e Record Keeper Main M enu, press III1iIJ. Follow the
message pr om pt INSERT THE SYSTEM DI SKETTE.

10 . To return to the System M enu, type EXIT ';Ii""'"
11. To exit f rom your Personal Financial M anagement System, type EXIT

i;i"ii;ii+. W hen the message prompt appea rs, you can turn off the system.





5

CHECKBOOK BALANCER

Figure 5-1 Checkboo k Balan cer M enu

To main tain your chec ki ng acc ount properl y, balance th e account each month
wh en you receive the bank state ment. The Checkbook Bal ancer modu le helps
yo u accomplis h this w ith ve ry I itt Ie effo rt.

Note: If you forget to make an entry during a work sessio n and exit co m plete ly
from th e module, you cannot reen ter th e module and sta rt th e process over
aga in. O nce you clea r the chec ks from yo ur check fi le, they no longer exist.

To wor k wi t h th e Checkbook Bal ancer modul e, yo u must access it f ro m the
System M enu . Follow t he genera l inst ructions fo r starti ng up your system (if you
are not already working with it] and br ing the System M enu to yo ur screen. The n
conti nue wi th th e following instruct io ns.

1. Type the keywo rd and press i . ii ii j.j~' A message prompt wi ll tell you to
INSERT THE DATA DISKETTE and press '.Iilli-P' to cont inue.

2. Answe r t he prompt WHAT IS THE ' BEGINN ING BALANCE' ON YOU R
STATEMENT? and press liiiiii;iii (Enter the dolla r figure in the XXXXX.XX
format.)

Note: The beginn ing bal ance is th e amount of money in your chec king
account when the current bank statem ent is prepared. M ost statemen ts
will ind icate it as " Beginning Balance."

3. The Chec kbook Balancer M enu (see Figure 5-1l will be di spl ayed on your
screen. Type the keyw ord for the sub f unc t ion yo u want to perf orm, press
'iii'i'dti and refer to the appropriate subsection you want to use.
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CHEC K Format

Use this for mat to c1earthe canceled checks from yo ur fil es th at are Iisted in yo ur
bank statement fo r the month.

1. Type the keyword and press 1,1;lIIdt'.

2. Enter a canceled check number and press 'iiiiil·VI. (A canceled check is a
check th at has cl eared the bank and been retu rned w it h yo ur sta te ment.)
On the screen you will see the chec k number, th e date it wa s wri tten, and
th e amount o f the check.

No te: I f you t ry to reenter a chec k th at has already cl eared, a message wi ll
ale rt you.

• If you origina lly ente red the wro ng amount , ty pe th e correct figu re
and press ii'ii"Mi,

• If the chec k has cl eared the bank prop erl y, typ e C to cl ear th e chec k
from your file s, press iiliiii&' and go to Step 3.

• If the check has not cleared the bank, just press 'iii''';!?' to bypass
t he entry and go to Step 3.

3. Repeat Step 2 un til you have cle ared all th e canceled checks in t he sta te
ment peri od .

4. Press EI3lII to retu rn to th e Chec kbook Bal ancer M enu.

DEPOSIT Format

Use this fo rmat to cl ear th e deposits made to your check ing account during th e
mo nth accord ing to your bank sta te ment. Use the DEPOSIT form at to double
check yo ur bank sta tement records. You can have more than one deposit entry
for the same day.

1. Type the keyword and press ijiilii;Ui .

2. Enter the date o f the dep osi t in the MMjDD/YY fo rma t Hili'''',?'. O n the
screen you wi ll see the date and t he amount o f th e depo sit. (To ente r
single-d igit months and days, yo u do not need to enter lead ing zeros.)

Note: I f yo u try to reenter a deposit t hat has already cl eared, a message
prompt wi ll alert yo u.

• If you or ig ina lly ente red t he wro ng amount, type t he co rrec t figu re

and press ';I""iU'
• If the deposit went through on the state ment properl y, type C to

clear, press """iV' and go to Step 3.

• I f the de posit did not cl ear o n the sta te ment (t he deposit may have
been made af ter the statement clo sing date), press ',",ii-d' to bypass
the entry, and go to Step 3.

-

-



3. Repeat Ste p 2 unti l you have clea red a ll the checking de pos its in the state
ment period.

4. Press EmI to return to the Checkbook Bala ncer Menu.

AUTOmatic Deductions Format

Use this lo rmat to clear any automati c dedu ct ions (ca r paymen ts, insu rance, and
the like) from your chec king account lo r the mon th acco rding to your bank sta te
men t. You ca n have more than one automat ic ded uc t ion e ntry lo r the same day.

1. Type the keywo rd and press ' -IiiiiUt',

2. Enter the date 01 the dedu ct io n in the MM/DD/YY lo rma t a nd press
1;i, iii;V+ (leading zeros are not required for s ing le-d igit entries.) On the
scree n you will see the date 01 the dedu ct ion a nd the amo unt
automatica lly dedu cted Irom you r acco unt. Use this lorma t to double
check you r statement.

Note: II you e nte red the wrong dedu ction date, a message prompt will
alert you. Correct the date i;i"iiii'*

• II you need to co rrec t the amount dedu ct ed , type in the correct
figu,'e ' ;'8'11;11'

• II the dedu ct ion went through on the sta tement properly, type C,
press ';lilli-pH and go to Step 3.

• II the ded uction d id not clea r (the dedu ct ion may have been ta ken
after the stateme nt date), press i iiiiiim' to bypass the entry, and go to
Step 3.

3. Repeat Ste p 2 unt il you have clea red a ll the automati c deduct ions in the
state ment period .

4. Press

SEE Format

to return to the Checkbook Ba lancer Menu .

Use the SEE format when you need to view your chec kboo k ba lances alter you
have cle ared all the ca nceled checks , de posits, a nd a uto mat ic deductio ns that
appea r on your ban k sta tement.

1. Press i iiiiiliP+ Your statement balance wil l be displayed (Figure 5-2), show
ing last month's sta teme nt ba lance, the tota l chec ks written durin g the
state ment pe riod, the tot a l amount 01 automati c dedu cti ons duri ng the
sta te ment period, the to ta l deposits during the period , and the new state
ment balance.

2. Press The first scree n will be a list 01 unclea red checks, their
amounts, a nd the total doll ar amo unt 01 check s not clea red on the state
men t.

3. Keep pressing i ·liiii-n' until all uncleared checks are listed. Then the
unclea red deposits will be d isplayed.
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Figure 5-2 5tatem ent Balance

4. Press ' ""hU' The uncleared automat ic dedu ctions wi ll be displayed.

5. Press iiiiiiilit' The recorded balance wil l appear, showing the breakdown
by the bank bal ance, un cleared checks, unclea red deposit s, and
un cl eared'autom at ic dedu ct ion s. The last f igu re is what you shou ld show
as yo ur checkbook bal ance.

6. Press 6li1D to retu rn to t he Chec kbook Balance Men u.

OTHER Format

I f you have more da ta fro m the same month on ano ther di skette, type the
keyword OTHER and press i;ij ilj.j1'. For examp le. let 's say you wrote a check in
Februa ry which d id no t cl ear the bank un t il Ap ri l. Yo u would need to insert t he
OTHER d iskette (which had February's transacti on s) in order to clea r the chec k
from yo ur fi les.

Foll ow th e message prompt instruct ions and you will see additional info rmat io n
u nde r the same head ing yo u reviewed in Steps 2-7 under th e SEE form at.

1. Wh en yo u have finished w ith the Chec kboo k Balancer M enu, type EXIT to
ret urn to the System M enu .

2. To exit f rom yo ur Persona l Financial Management Syst em, type EXIT and
press 'HiiiA', Wh en the message prompt appea rs, you can turn off the
syst em.

r__
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BUDGET MANAGER

Figure 6-1 Budget Ma nager M enu

The Budg et M anag er module gives yo u the capab ili t ies of adding budget
catego ries, modi fy ing budget categories, changing budget types, pla nni ng budget
goals, l ist ing budget catego ries with t hei r budg et types and goals, o r co pyi ng t he
data on you r current Data Di skette to old Data Diskettes. You shou ld use the
CO PY funct ion in th is module each time you finish adding o r mod ify ing data
through the Budg et Manager. A significant difference between th e Budget
Manager and Record Keeper modu les is t hat you can do your budget pl anni ng by
ente r ing yo ur budget goals w hile creat ing the budget categori es.

You can reach th e Budget M anager module (on System Diskette II ) f ro m the
System M enu by typin g the keyword and pressing iiij"i;!ii. If that diskett e is not
presentl y in th e disk dr ive, a message prompt w ill ask yo u to INSERT THE O THER
SYSTEM DI SKETTE. The inst ructions o n the fo llowi ng pages are for the ind iv idu al
funct ion s avai lab le w ithin th e Bud get M anager module. Review the l ist o f sub
functions and refer to the appropriate subsectio n for di rectio ns.

AD D Format

Use th e ADD fo rmat when you need to add more budget categor ies.

1. Type the keyword and press i;!'Iii;Ui. Follow the directio ns to INSERT THE
CURRENT DATA DI SKETTE.

2. Press ' .ljIiiA' to continue. The ADD format (Figure 6-2) wi ll be displayed.

3. Type the catego ry name (if not already displayed) and press '-',lIlm•.
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Figure 6-2 ADD Format

4. Type in the subcategory, if any, then press '·Ijiii;!?'.

I f th e budget category already exists, th en an erro r message w il l be
d isplayed advi sing you o f same, and you are to ente r ano ther category
name.

5. Typ e the co de for the budget type (if not alread y di splayed): I for Income,
F or fixed expendi ture. or V for variable expenditure and press ' ·'j'liVi.

Note: I f the ca tego ry name is TRA NSFER, th e bud get type is autom ati
ca lly set by th e prog ram to T, and yo u cannot change or modify it at any
t im e.-

6. Type your bud get goa l (i f not already displayed) and press 'HiIi-':' This is
t he doll ar fig ure w ithi n which you wa nt to keep yo ur expenses fo r the
month. If you do no t make an ent ry here, you r budget goal wi ll always be
displayed as 0.00 whe n doing a budget ana lysis .

7. Answer the promp t IS THIS CO RRECT? YIN.

• If yes, type Y, press i ·iiiii·V', and cont inue to Step 8.

• If no, ty pe N. press ';i'iII-P' and repea t Ste ps 3-7.

8. If yo u have more budget categor ies to enter, repeat Ste ps 3-7. If you are
f in ished adding Bud get Categories, press EllJiII to return to th e Budget
Manag er Main Menu .

9. To return to the System M enu, type EXIT and press '-iiiiWi.

10. To exit from your personal f inance program, typ e EXIT and press liiiilj.!. • .
Wh en the message prompt appears, you can turn o f f the syste m.
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Figure 6-3 MOD IFY Format

MODIFY Format

Use t he M ODI FY fo rmat wh en yo u need to change or ed it a budget catego ry, sub
catego ry, or budget type.

1. Type the keyword and press i;iiiiiiiVi. The M O D IFY format (Figure 6~3) wi ll
be d isp layed .

2. Type the catego ry name with which yo u wa nt to wo rk and press 'H,n.!.·I.

3. Type the subcategory name and press ijijili;Vi.

If you want to modify a cate go ry nam e every place it appears in you r files,
typing ALL as th e subcatego ry nam e w i ll do t his fo r you. To explain t his
furt her, let's tak e the category of CAR. If you have three subc ate go ries
under CAR (Fue l, Repairs, and Accessories), th ey will be sto red on th e
Dat a Diskette as fo llows:

CAR

Fuel

CA R

Rep airs

CA R

Accessories

Theref ore, if you want to change CAR to AUTOMOBILE , you typ e the new
ca te gory nam e in Step 4 below. CA R wi ll be changed to AUTOMOBILE in
eac h of th e f iles indi cat ed .

• I f the subcategory shown is correct, just press "'jiii·V' and the next
subc ategory wi ll be disp layed .

• If the subcategory shown is not correct. type N, press idilii;lti and
you will be asked to type in the change you want. Press i ·'illl·U' to
continue.

W hen you have com pleted yo ur review and mod if icat ion o f the sub
catego rie s in the above-ment io ned fo rmat, cont inue w ith Step 7.
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The program searches the Data Di skette in the d isk drive for the o ld
category/subcategory . When t hey have been located, the fo rmat in Figure
6-4 is d isp layed.

Figure 64 MODIFY Forma t

A lso, if yo u type in a non existent category/subca tego ry for mod ifi cation ,
an error message appea rs and you are to reenter the informat ion
requ ested .

4. Typ e the new category name, if necessary. then press ';!JIII·ni,

5. Type the new subcategory name. if neces sary. and press ' .Ii"i-Ui.

6. The o ld budget type will be di splayed. Typ e the new budget typ e, if
necessary. and press '·'i'ii-i".

7. An swer the pro mpt IS TH IS CO RRECT? YIN.

• If yes, ty pe Y and press 'j1iiiiMi. The change is ma de and you are to
co nt inue wi th Step 8.

• If no, type N, press ' ·ijiii;k' and repeat Steps 2-7.

8. If you have more budget categories to mod ify , press ';iii.wi , and repea t
Steps 2-8. I f you are f in ished modifying budget categories, press mil to
return to the Budget M anager M ain M enu.

9. To return to the System M enu, type EXIT and press ' ·Ii"' ·!'+.

10. To exit fr om the Personal Finan cial M anagement System, type EXIT and
press M;I;II!;!:'. Wh en the message prompt appears, you can turn off the
system.

PLAN Format

The PLAN form at lets you plan yo ur budg et goa ls for a mon th at a time. You do
t his by estab l ishing budget goals fo r each budget ca tegory.



Figure 6-5 PLA N Format

1. Type the keyword and press ' ·'im-U'. The PLAN format (Figure 6-5) w ill be
di splayed .

2. Type in the category name fo r which yo u wan t to estab l ish a budget goa l
and press ';fi'i1iUM.

3. Type in the subcategory name (o r ALL), if necessary, and press ';liili-Hi,

Note: If you type in a nonexistent category or sub categor y fo r modi fi 
ca tion, an error message appea rs signali ng you to reenter the inform ation
requested.

4. The old budge t goa l wi ll be d isp layed and th e curso r wi l l be at the new
budget goa l ent ry posit io n. Make th e new ent ry , if necessary, and press
' ."iii·lfi.

5. Answer th e prompt IS THI S CORRECT? YIN.

• If yes, type V, press iiiiiliiiWi , and the change is made. Repeat Step s
2-5 (o r Steps 4 and 5 if yo u ty ped All).

• I f no, type N, press ' ·iiiii-V'. The change is not made. You are to
reenter the new bud get goa l (Step 4) and press ' ,ii"i;Vi.

I f yo u typed All, the prog ram w il l cont inue to show al l the subcategories
in a sing le category, di sp lay ing the budget goa ls for yo u to revi ew.

6. Repeat Step s 2-5 unt il yo u have made the necessary adjustm ents to the
categories and subcatego ries for which yo u wa nted budget goa ls.

7. I f you are f inished w ith t he PLAN fo rmat. press mIl to return to the
Budget M anager M ain Menu.

8. To return to the System M enu, typ e EXIT and press ' -ijiii;!." .

9. To exit f rom yo ur Persona l Financial Management System, type EXIT and
press ' ·BilwUi. When the message promp t appears, you can turn off the
sys tem.
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Figu re 6-6 LIST Format

LIST Format

You w i ll be ab le to li st (t hrough a screen displ ay or a printer) th e budget
catego ries, budget ty pes, and budget goa ls f rom t he budget f ile.

Type the keywo rd and press ';I"li-pi. The LIST format (Figure 6-6) will be
d isp layed .

•
All THE SUBCATEGORIES
UNDER UTILITY ------''ffit...

Figure 6-7 LIST/ALL Scree ns

All Format

If yo u choose ALL, you w ill see all the categories and their subcategories, t heir
budge t total, goa ls, and budget types.

1 . Answe r the prompt A RE YOU USING A PRINTER? YIN .

• I f yes, turn the printer on, type V, and press i .li'li-V'.

• If no, type N, press "!i'liMN, and the listing will be displayed on the
scree n.
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2. W hen listing to the screen, press e.ii"hf' after each listing, until all the re
Quested data has bee n listed , includi ng budget totals (see Figure fHl),
When the listing goes to the printer , the list ing is co mp leted automat
ica lly.

Figure 6-8 Budget Totals

3. When all the ca te go ries have been listed , the program will return to the
LI ST Subme nu.

4. To return to the Budget Man ager Main Menu , press IBID.

5. To return to the System M enu, type EXIT and press I;liiii-di .

6. To exit fro m you r Person al Finan cia l Ma nageme nt System, type EXIT and
press Idilij.j'" W hen the message prompt appears, you can turn off the
system.

SUMMARY Format

Figure 6-9 SUM MA RY Format
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You can rev iew all o f yo ur budg et category total s, goa ls, and types via the SUM 
MARY format. The li st ing o f t he ca tegories (w ithout th e subca tego ries) is pro
du ced through your print er (if you hav e one co nnec ted) or onto your tel evisio n
scree n.

1. Type the keyword and press i iii'liVi . The SUMMARY format (Figure 6-9)
w ill be d ispla yed.

2. An swer the prompt A RE YOU USING A PRINTER? YIN.

• If yes, type Y, press '·Ijili·p' and your listing will go to the printer.

• If no, type N, press ' .lim.p' and the listing will go to the screen.

3. A summary of yo ur categories w ill be di spl ayed with your budget goa ls. (I f
you are not using a pr inter, go to Ste p 5.)

4. If yo u are using a printer, eac h l isting w ill be print ed auto ma t ically until
all requested in format ion has been pr in ted. I f yo u are not using a pri nter,
press "'jiiidt' to continue the listing until all requested information has
been di sp layed.

5. Wh en there are no mor e categories to li st , a li st o f budget to tals will be
d ispl ayed (see Figure 6-10). _

'-.--

Figure 6-10 Budget Totals for the SUM MA RY Format

6. Press ';Ii"i-U'. W hen all category tota ls have been listed, the screen will
return to the LIST M enu.

7. To retu rn to t he Budget Manager M ain M enu, p ress EmIl.

8. To return to the System Menu, type EXIT and press Miljm·Vi.

9. To exit from yo ur Person al Financi al Ma nagement System, type EXIT and
press '·'i'li-pi. Wh en the message prompt appears. you can turn off the
system.



DETAIL Format

You can review a de tai l of each category you select by using the D ETA IL fo rmat.

1 . Ty pe the keyw ord and press ';liiwlfi.

2. Type the catego ry you want to see detail ed and press ';iiiiii;iti.

I f you enter a nonexistent category, a message prompt advises yo u of
same. The cursor return s to the category entry position for another name.

3. Answer t he pro mpt ARE YOU USING A PRINTER? YIN .

• I f yes, the category wi ll be l isted in detail to the printer.

• If no, the category will be lis ted in de tai l on the screen.

4. Press ' ·1,111·1.. and the LI ST fo rma t w ill be redi splayed.

5. Repeat Steps 1-4 until yo u have rev iewed all the ca tego ries yo u want
li sted in det ai l. Wh en you are finished wi th the LIST form at , pressEmtII to
return to the Budg et Manager M ain M enu.

6. To retu rn to the System M enu, type EXIT then press i;ijiii;V+.

7. To exit fro m yo ur Person al Financial Ma nagement System, type EXIT and
press '·Ii.li-ji,. W hen the message prompt appears, you can turn off the
system.

COPY Format

You are able to copy the current budget catego ries and budget ty pes (not budget
goals) onto th e old Dat a Diskette(s) w ith the COpy fo rmat. Th is fo rmat should be
used wheneve r you have mod ifi ed or changed informa tion rel at ing to any budget
category . This updated informat ion on the current Data Di skette shou ld be
cop ied onto all of the old Dat a Diskettes so there is no co nf l ic t of data for lat er
analysis.

1. Type the keywo rd "'jiii.p'. Follow the prompt message to INSERT THE
CURRENT DATA D ISKETTE, then press ""lij.jf' to continue. The message
ONE MOMENT PLEASE is di splayed while the current budget fi le is
loaded into th e compute r memor y.

If the current Data Diskette is not loaded in the disk drive, th en you are
asked to INSERT TH E CU RREN T DATA D ISKETTE and press '""uhf' to
continue.

3. Follow the message prom pt INSERT AN O LD DATA DISKETTE and press
' .lilli-V' to continue. The program wil l copy the current budget fi le to the
old Da ta Disk ette whil e d isplay ing th e message CO PYING BUDGET FILE.
The message DON E will be di spla yed wh en the backup process is
complete .

4. Press 'i'jili·V' to continue copying the current budget files to add itiona l
old da ta diskettes.
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5. When you a re finished with the COPY forma t, press aa to return to the
Budget Manager Menu .

6. To return to the Syste m Menu , type EXIT and press EIlIl!liIlJ.

7. To exit from the Person al Financial Ma nagement System, type EXIT a nd
press ' When the message prompt appears, yo u can turn off the
system.
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BUDGET ANALYZER

Figure 7-1 Budget A nalyzer M enu

The Bud get An al yzer shows how yo u are managing your cash f low . You reach th e
Bud get Ana lyzer module on System Diskette II th rou gh the System Menu. On the
Bud get Ana lyzer Main Menu, t here are th ree options from wh ich to choose:

• Single co mpares a single month's actua l expenses aga inst your esta b lished
goals.

• Multiple compares your actual expenses over several months against your
esta blished goals for those months.

• Percent shows your actua l expenses against income and the expenses
within a category in percentages.

Ref er to th e appro priate subsectio n fo r yo ur select io n.

SINGLE Format

1. Type the keyword and press ';Iiiii·P'

2. Decide which subfunction you want: ALL to see all budg et catego ries and
tota ls for a single month; SUMMARY for a summary of categories (only)
and tota ls for a singl e month; or DElAIL for a detail of budget categories
having the same ca tegory name fo r a sing le mo nt h.
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Figure 7-2 Single Format

SINGLE/All

Th is format shows a single month' s act ual expenses against you r goa ls fo r all
ca tegories and th ei r subca tegories with th eir budget totals.

1. Ente r the start ing month o f ent r ies yo u wa nt in th e M M /YY format and
press 'H"h·'.

2. Answer t he prompt ARE YOU USING A PRINTER ? YIN .

• I f yes, typ e Y, press ' .Ii'li-P' (make sure the pri nter is turned on), and
you r inform ation wil l be l isted to t he pri nt er.

• If no, typ e N, press 'iiiiiiM' (or just press ';1,'"&'), and you r informa
ti on w il l be d isp layed on the screen.

Each category and subca tegory w ill be l isted individual ly (see Figu res 7-3a,b).
Wh en all categor ies and thei r subcategories have been l isted, the totals for all
categor ies (Figure 7-4) wi ll also be l isted.

S4 Budget Anal yzer

WHAT YOU ..
ACTUALLYSPEN~----

WHAT YOU SET
AS A GOAL

fa)

% O F WHAT YOU
- ACTUAllY SPENT

VS. GOAL

THE DIFFERENCE
BETWEEN ACTUAL
AND GOAL



r_ "":"- - WENT OYER GOAL

, - -i-- _% OF ACTUAL
YS. GOAL

(b)

Figure 7-3 Summary Screens For S/NG LE/ALL

~SPENTLESS
THAN PLANNED

A , 'III, .
Figu re 74 Budget Totals

SINGLE/SUMMARY

This fo rmat shows a summary o f a single month's ac tua l expenses aga inst yo ur
budget goals fo r just the categ o ries (no subca te go ries) and thei r tota ls.

1. Type the keyw ord and press ';li'li-P'.

2. Type the start ing month in the MM/YY format and press ';ii"j.!fe.

3. Answe r th e prompt ARE YOU USIN G A PRINTERI YIN.

• I f no, type N, press iiiiiii-n' (o r just press ' ."iil-pil, and yo ur inforrn a
ti on w il l be di spl ayed on th e screen (see Figure 7-5).

• If ye s, type Y, press i;i"ii&i (make sure the prin ter is turned on), and
you r l ist ing w ill go to th e printer.
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Figure 7-5 Single/SU M MA RY Forma t
SINGLEIDETAIL

This format sho ws in detail t he budget ca tegories w it h th e same budget ca te go ry
names.

1. Type the keyword and press ';Iilli;!?'.

2. Type the starting month in the MM/YY format and press i;iiiii@i.

3. Type the category you want detailed, then press i ·'iili-Vi .

If yo u ente r a non existent catego ry. a message prompt advises yo u of
same. The cursor returns to the category entry position for another name.

4. Answe r the prompt A RE YOU USING A PRINTER? YIN .

• If yes, type Y, and press +;IJiiiMi, The listing will go to the printer.

• If no, type N, and press ';!jiii·Ni (or just press ';Iiiii-Uil. The infor rna
ti on wi l l be di spl ayed o n the screen.

,,-
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Figu re 7-6 Single/DETA IL Format

5. After the listing is finished (Figure 7-6). press 'iiiili-U' to go back to the
Budg et Ana ly zer M enu.

6. To return to the System Menu. type EXIT and press iiiiliiiUi,

7. To exit fro m yo ur Person al Financ ia l Management System, ty pe EXIT and
press 'i'iIliMi When the message prompt appears , you can turn off the
system.

MULTIPLE Format

Thi s format shows t he actua l expenses for more than one month aga inst t he
budget goa ls yo u previ ou sly ente red for th e ca tegories yo u select.

1. Type the keyword i;!iiii;iti. Follow the message prompt INSERT THE CUR·
RENT DATA DISKETTE, and press , '':tiil-V',

2. Type the start ing mon th in the MMlYY fo rmat for the category yo u wa nt
analyzed and press 'i!i"i;P'

3. Type the numb er of month s (2-12) you want analyzed and press ';iii""!.".

4. A nswer th e prompt BAR CHA RT? YIN.

• If no, ty pe N. press 'f'i1i·V' (or just press ' .liiii-V't and the informa
tion w il l be in a l isted form.

• If yes, typ e V, press ';iiiiiiVi and the informati on will be in bar chart
form . (Step 7 wi l l not be requ ired.)
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5. Type the category you want analyzed and press la'iiili~i. If you want all
the catego ries, type ALL press l;ii'''",' and go to Step 6.

If yo u type ALL as th e category name, you w ill be given the option of see
ing: Tota l Income, Fixed Expenses, Va riab le Expenses, Total Expenses, or
Net Income.

• If that is the category you want, press lsii""," and go to Step 7.

• If it is not th e category you wa nt, press IDI':BI again for t he prog ram
to co nt inue scanning for anot her category . Repeat Steps 5-6 until the
proper category is displayed, then press l;ij'ii;UI and go to Step 7.

6. Type the subcategory (if any) you wa nt included in t he analysis . (If the
subca tegory is nonexistent , a message pro mpt wi ll advise you of same and
you are to reenter anot her name.) (I f you wa nt th e total s for the category
listed, type ALL and press Ijiiiiiiml ,) Press lDl':Bl if you want the program
to scan th e subc ategories for the catego ry you entered. W hen a single sub
category is di spl ayed. make the fo llowing decis io ns:

• If it is the subcategory you want, press 1,'I"hU' and go to Step 7.

• If it is not th e subca tego ry you wa nt, press IDI':BI again fo r t he pro
gram to cont inue scan ning for anot her subca tegory. Repeat Step 6
until the proper subcategory is displayed, then press I;"iij.f~' and go
to Step 7.

7. A nswer t he prompt ARE YOU USING A PRINTER? YIN .

• If no, type N, press l;iii"MI (or just press 'j'ii'ii;Uil. and the informa
t ion wi l l be di splay ed on the screen.

• I f yes, type Y, press "'I"ht' and the listing will go to the printer.

8. A prompt w ill tel l yo u which d iskette to pl ace in t he dis k drive if t he
wrong data diskett e is currently inserted. Press 'iii''';!?' to continue. If you
canno t fi nd the data dis kette for th e month, press IiliDI!llI to by pass t he
ent ry .

9. You r selected category/subcatego ry w ill be analyzed eit her in a bar chart
(Figure 7-7) or as a li sti ng (Figure 7-8). If you asked for all sub categories,
t he bar chart or l isti ng w i ll give you a total of all t he sub categories in that
category.

10. If you are listing to the screen, press I ,"'"ml again, and another screen
(Figu re 7-9) dis plays the budget tota ls for the same category and sub
category. Wh en your analysis is complete, press 'iJJ,jj.j48 to go back to the
Budg et Ana lyze r Main Menu.

11. To return to the System Menu, type EXIT and press '.Ii'li-VI.

12. To exit f ro m yo ur Personai Financia l Manageme nt System, type EXIT and
press 'd"m¥" W hen the message prompt appears, you can turn off the
system.



YOUR GOALS

YOUR EXPENSES

Figure 7-7 Ana l ysis b y Bar CharI

Figure 7-8 Anal ysis b y Lis ling Screen

Figure 7-9 Budget Category Totsls Screen
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Figu re 7-10 PERCEN T Fo rm at

PERCENT Format

You can selec t t he Percent Analysis in one of t hree formats: ALL fo r al l t he
ca tegories and thei r subcategories w it h t heir to ta ls; SUMMARY for the categories
only (no subc ategories) and their total s; DETAIL fo r a detail o f all budget
categories wit h t he same category name and their totals.

Type the keywo rd and press ';Ii'li-Vi. You w ill need to make an additional selec
ti on between seeing an analysis o f all budget categories and th eir totals; a sum
mary o f catego ries (only ) and th ei r to tals; or a detail o f budget categories with th e
same category name.

PERCENT/ALL
1. Type the keywo rd and press ij!iiii;Vi.

2. Typ e the start ing mont h in t he M M /YY fo rmat of th e category to be
analyzed and press ';iiliii;V'. If there is a date on the screen, and it is the
date you want. just press "'i,wWH,

3. Answer the prompt ARE YOU USING A PRINTER? YIN .

• If no, type N, press liiiiii@i (or just press ';iiiiimil, and the informa
t ion w il l be d isplayed on t he screen.

• I f yes, type V, press ';iiiil·V' (make sure the printer is turned on) and
t he li stin g w ill go to t he prin ter.

4. The informat ion wil l be li sted (Figure 7-11) in percentages.

(a) The chart heading is the category you requested.

(b) A l l the subc ategories under the category yo u requ ested are then
l isted.

(c) The chart show s what percentage of the category eac h subc ategory
represen ts,

(d) The chart shows w hat percentage of yo ur incom e eac h subcategory
represent s.

(e) The chart shows w hat percentage the subca tegory expenses represent
und er th e ca tego ry.
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Figure 7-11 Anal ysis By PE RCENT/A LL

5. If you are li st ing to th e scr een, press i;!jiii"hi' again. A category total in
percen tages w il l be li sted .

6. Repeat Steps 4-5 unti l all th e ca teg ories have been l isted o r un ti l yo u are
ready to pr ess EIlJD to return to th e Bud get Analyzer M enu.

7. To retu rn to t he System M enu, t ype EXIT and press I;li.li-Vi.

8. To ex it f rom yo u r Person al Financi al Management Syste m, t yp e EXIT and
pr ess NilJilHf', W hen th e message prom pt appea rs, yo u can turn o ff the
system .

PERCENT/SUMMARY

1. Type the keyw ord and press ' ·'iili-Vi.

2. Type th e sta rt ing month yo u want in th e MMIYY fo rmat , then pr ess
i;ijii!;Vi,

3. Answer the pro mpt ARE YO U USIN G A PRINTER? YIN.

• I f no, ty pe N, press i;ljiliiVi (o r ju st p ress WiilVIJ. and the in forma
t io n wi ll be di spl ayed on th e scree n.

• If yes, t ype Y, press ' ·iii'iiV' (mak e sure th e prin ter is on), and th e
I istin g w ill go to th e p rinter.

4. The l ist ing w i ll be presented by category only (see Figure 7-12) w ith t he
same pe rcentage com parisons as under A LL. I f yo u are li st ing to the
screen, cont inue to p ress i·lilli-,?' until all cate go ries have ~een pr esented .

S. When all t he ca tegories have bee n ana lyzed, press l·li'''"B' to go back to
t he Bud get Ana lyzer M enu.

6. To re tu rn to the Syste m Me nu, type EXIT and press" 'j iii'Vi ,

7. To exi t from your Person al Fin anci al M an agem ent System, t yp e EXIT and
press i;i:JiI!;pi, When the message prompt appea rs, yo u can tu rn off the
system,
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Figure 7-12 Analys is By PERCE NT/SUMM AR Y

PERCENT/DETAIL

1 . Typ e the keyw ord and press i;iiiiii;iJi.

2. Typ e t he sta rt ing month to be analyz ed in t he MM/YY fo rmat and press
@;Ii"'·,?i. I f the dat e on the screen is wh at yo u wa nt . just press ' .Iiili-Mi.

3. Type the category you want and press ij'ji"iPi. I f the catego ry on the
scree n is correc t, just press ' .lil"'Vi.

If the category is nonexistent, a message prompt w i ll advise you o f same.
Enter another nam e, and press "'jiii;!?' to co nt inue.

4. Answer the prompt ARE YOU USING A PRINTER? YIN.

• If no, ty pe N , press ';iiiiii;V' (or just press l iiJiii;i:lJ, and the info rma
tion w ill be d isplayed on the screen.

• I f yes, type Y. press liijlihi' (ma ke sure the printer is tu rned on), and
the l ist ing wil l go to t he print er.

5. The l ist ing wi ll show the category in detai l as shown in Figu re 7-13.

(a) The chart head ing is the category yo u requ ested.

(b) A ll th e subca tegories under the catego ry are then li sted.

(c) The chart shows what perce ntage of the category eac h subcatego ry
rep resents.

(d) The chart shows what percen tage of you r income each subc ategory
represents.

(e) The chart shows wh at percen tage the sub category expenses rep resent
unde r the category .

6. Press i ;i#lIi;Vi to return to the Budget Analyzer M ain M enu.

7. Repeat Steps 1-6 if mor e ca tego ries are to be analyzed.
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Figure 7-13 A nalysis b y PERCEN T/DETA IL

8. I f yo u are f in ished w it h t he Budge t Analyz er modu le, type EXIT to retu rn
to the Syst em M enu.

9. To exi t fr om yo ur Persona l Financia l Management Syste m, type EXIT and
press ';ii'i'MM. W hen the message promp t appears, you can turn off the
syste m.

Budget Analyz er 63



,





8

BUDGET FORECASTER
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Figure 8-1 Forecaster M ethod M enu

Th e Budget For ecaster module gives you a projection o f your ant ic ip ated
expenditures over a selected period o f tim e. The pro ject io n is based on the infor
mat ion you have entered in to yo ur data base ov er the past seve ra l mon th s. It is
important that you create a data base o f two month s or more in o rder to obta in a
signif icant fo recast of your person al f inances and budget (t he more data yo u can
prov ide, the mor e acc urate yo ur for ecast w ill be).

The forecasts are presented to yo u in o ne of th ree ways:

• Th rou gh AVERAGING your prev iou s expenses and spending habits and pro
ject ing them into t he mon th s ahead

• By esta bl ishing a TREND o f yo ur expenses and spending habi ts and
forecasting the same into the near futur e

• By fo rmul ating SEASONAL expenses and spending hab its, and proj ecti ng
th em ahead on a seasonal basis

O nce yo u have estab l ished the type of fo recast you w ant fo r a selec ted category,
you w ill have a cho ice of how you want the fo recast present ed:

• Th rou gh a bar chart

• V ia a listing on your television screen

• In the hardcop y o ff yo ur printer (this w il l requi re that a pri nter be
connec ted to yo ur ATA RI 800 Personal Compute r System)
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The d irecti ons for entering the data to obtain forecasts by the AVE RAG ING
Method, TREND M et hod, and SE ASONAL M ethod are the same . Please fo llow
the steps below:

1. From the System M enu. type the keyword and press ';iiiij.jJi. The Forecast
M ethod M enu (Figure 8-1) wi l l appea r on the screen.

2. Type the method o f forecasti ng you w ant (AVERAGE, TREND. SEASON)
and press ' -!iiiii-pH, The Dat a Selection Screen (Figure 8-2) wi ll appear.

Figure 8-2 Data Selection Screen

3. Typ e t he start ing mon t h, in t he MM/y Y for mal. containing t he informa tion
you wa nt forecasted. Press iiii"i;iti.

4. Type the ending month, in the MM/YY format. Press 'hill-P'.

5. Enter the to ta l number o f months you wa nt the fo recast to cover [re fer to
the note below) and press '·iiiii·pi.

Note: The syste m can handle up to 30 months o f data. From 3D, the system
dedu ct s th e number of mon th s used as th e basis for fo recast ing (Steps 3
and 4). The remainder is th e maximum number of months possibl e to
fo recast. This number w il l be d ispl ayed on the screen.

6. The CATEGO RY SE LE CTIO N fo rma t wi ll appear on the screen. Type the
category you want forecasted and press i ·liiii-jl'. A prompt will tell you to
INSERT TH E XXXX DATA D ISKETTE and press i;ijiii;k' to continue. (T he
Current Dat a Diskette must be in the d isk drive.)

I f you type ALL as t he category name, you w ill be given th e cho ice o f
review ing: Incom e, Fixed Expenses, Variabl e Expenses, Tota l Expenses, or
Net In com e.

7. Ty pe in the subcategory you want forecasted and press ' .Ijil i-Vi . (If you
pref er, yo u can press EIm!II until you see the subcatego ry yo u want
forecasted.) You w i ll be asked to inser t the Data Disket te containing th e
mo nth shown on the screen. Press iiiiiii;iti to continue .

--



If yo u want to sk ip the data indicat ed on th e di spl ay for any reason, press
t he &lIil3 key and th e system w il l prom pt fo r th e next Data Di skette.
Repeat the procedure in Step 7 until al l the data is revi ewed, th en go to
Step 8.

8. The Forecaster Di sp lay M enu (Figure 8-3) wi l l appear on t he screen al low
ing yo u to selec t the form in which you want the budget forecast
presented. Type the keyword and press ';I:1iiiiV+. (If you select the PRINT
form at , make sure yo u tu rn the pr inter o n.)

"
,.

, ,

Figu re 8-] Forec aster D ispla y M enu

I f you want to change the type o f forecast, press t he EmmI key to ret urn to t he
Budg et For ecaster Ma in Menu . Typ e the keyword for t he ty pe of for ecast you
want and press iihii"V' to continue. Press &lIil3. and the same informa
ti on yo u were forec ast ing in the last fo rmat w ill be forecasted in yo ur new for
mat. I f yo u choose to l ist the forecast , th e data w ill be li sted in t he fo rm at you see
in Figure 8-4. The ACTUAL expenses are shown fi rst , th en yo ur PROJECTED ex
penses for the number o f mon th s you requ ested are l isted.

Figu re 8-4 shows examples o f th e different ways th e in format ion is p resented.
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EXITING THE PERSONAL FINANCIAL
MANAGEMENT PROGRAM

it is IMPERATI VE to fo llow an exiti ng procedure when yo u are thro ugh working
with you r Persona l Financial Management System program. I f you do not initi ate
th e procedures below, yo u tak e t he ri sk of lo sing some of t he info rmat ion ente red
into the data base during the work session.

1. Typ e EXIT to retu rn to the System M enu fro m th e mod ul e you are in.

2. Type EXIT again to exi t t he syste m. A message prompt appears, say ing
END O F PERSONAL FINANC iA L MANAGEMENT SYSTEM · YOU MAY
NOW TURN OFF THE MACH INE.

3. Take the di skette out o f th e di sk dr ive and p lace it in it s whi te protective
sleeve. Sto re in a safe pl ace.

4. Turn off the di sk drive and ATA RI 800 Person al Compute r System.

5. Turn off the televi sion set.
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HELP!

Although eve ry effort has been made to ensure the qua l ity and per formance of
th e ATARI Persona l Financia l M anagement Syste m, prob lems do occas io na lly
happen. These cou ld be caused by equ ipment fai lu res or di skettes th at have gone
bad for one reason or another. Becau se of the latter situa t io n, w e stro ngly recom
mend yo u do a back up procedure (t hrough the CREATE module) fo llowing each
work sessio n. By mak ing a backup copy of the Current Da ta Diskette, you w ill
m in im ize th e r isk of lo sing your data files.

The following paragraphs wi ll te ll you how to hand le the problems that may oc
cur while you are work ing w ith the Person al Financ ial Management System .

Unable to Boot (Start-up) the System:

If your system wi ll not start up pro perly or a BOO T ERRO R message occurs, it
co u ld be for one o f the following reasons:

• You do no t have the equ ipment co nnected properl y. I f this is th e case, ref er
to your AT ARI equ ipment operato r' s manuals for hook-up proced ures.

• You may not have yo ur ATARI BASIC cart r idge inserted.

• You ma y no t have enough RAM (rei er to your A TARI 800 '" Ope rator's
Manual for proper insert io n of more RAM modules, ava ila ble th rou gh your
dealer). Be ce rtain you have at least 2 16K RAM modu les.

• You may have a mal fun ct ioning RAM modu le, cables or co nnecting cords,
malf unctio ning disk drive. or insuff icient power coming into the system.
For the first three, see your deal er.

• You r System Diskette may be bad. See your dea ler fo r a repl acemen t.

I f you or your dealer cannot so lve any of the above problems, please call ATA RI
Customer Service at (800) 538-8547 or, if dialing within Californ ia, (800) 672-1404 .

General Recovery Procedure

I f you are get ti ng INVALID in forma t ion whi le running yo ur program, p lease
check the instruct ion s to make sure you ente red yo ur information co rrec tly.

If yo u fi nd your d isk drive has paused for a moment, do not be ala rmed. Th is is
not an equi pment fail u re. Ii the d isk drive does, however, fai l to resume function
after several m inu tes, remove the d iskette in the d isk drive. Then tr y to re-boot
the system. You shou ld consider the d iskette no lo nger va li d . Immed iately make
a new " backup" copy of your Backup Data Diskette after you re-boo t th e system.

- I f you do no t have a backu p co py, you have lost the info rma ti on on t he Data
Diskette that w as in th e disk drive at t he t ime o f failu re.
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LIMITED 90-DAY WARRANTY
ON ATARI'" PERSONAL COMPUTER PRODUCTS

Al AR!. INC. l" ATARJ") warrants to t he origina l consumer purchaser that this AlARI Personal Computer Product (not including computer
programs) shall be free from any defec ts in material or work manship for a period of 90 days from the date of purchase. If any such defect
is discovered w ithin the warranty period , ATARI's so le obligation wi ll be to repair or replace, at its elect ion , the Computer Product f ree of
cha rge o n receipt of the unit (charges prepa id. if ma iled o r shipped) with proof of date of purchase satisfacto ry to AlAR! at any aut ho r
ized AlARI Service Center. For the loca tio n of an authorized ATARl Service Cente r nearest you , call to ll -free:

In California (800) 672-1430
Continental U.S. (BOO) 538-8547

or write to : Ata ri. Inc .
Customer Service Depa rtm ent
1340 Bordeaux Drive
Sunnyva le, CA 94086

YOU MUST RETURN DEFECTIVE COMPUTER PRODUCTS TO AN AUTHORIZED ATARI SERVICE CENTER FOR IN-WARRANTY
RE PAIR.

Th is warranty shall no t appl y if the Com puter Produ ct (i) has been misused or shows signs of excessive wea r, (i i) has been damaged by
being used with any product s not supplied by ATARI. or (ii i) has been damaged by being serviced or modi f ied by anyone ot her than an
aut horized ATA Rt Serv ice Center.

ANY APPLICABLE IMPLI ED WARRANTIES. INCLUDING WARRANTIES O F MERCHANTABI LITY AND FITNESS FOR A PART ICULAR
PURPOSE. ARE HEREBY LI MITED TO NINE TY DAYS FROM THE DATE OF PURCHASE. CONSEQUENTIAL OR INCIDENTAL
DAMAGES RESULT ING FROM A BREACH OF ANYAPPLICABLE EXPRESS OR IMPLI EDWARR ANTIES ARE HER EBY EXCLUDED. Some
states do not allow limi tat ions on how long an impli ed warranty lasts or do not allow the exclusion or l im itat ion o f inci dental or con
sequent ial damages, so the above lim ita tions or excl usions may not app ly to you .

This warra nty give s you speci f ic legal rights and you may also have other rights which vary from state to state.

DISClAIMER OF WARRANTY
ON ATARI COMPUTER PROGRAMS

All ATARI computer programs are d istributed on an " as is" basis without wa rranty of any ki nd. The enti re risk as to the quali ty and
performance of such programs is w ith the purchaser. Should the pro grams prove defective fo llowing their purchase, the purchaser and
no t the manufa cturer, di stri butor, or reta iler assumes the enti re cost o f all necessary servic ing or repair. -

ATARI shal l have no lia bilitv or responsib ili ty to a purchaser, customer, or any other person or ent ity wit h respect to any liabilitv. foss, or
dam age cau sed di rectl y or ind irect ly by computer programs sold by ATARI. This disclaimer incl udes but is not l imited to any interruption
of service, loss of business or ant ic ipatory pro fits or conseque ntia l damages resulting from the use or operat ion of such computer
programs.

REPAIR SERVICE

I f your ATARI Personal Computer Produ ct requires repair o ther than under warranty. please contact you r loca l authorized ATA RI
Service Center for repair information.

IM PORTANT: If you ship your ATARI Person al Computer Prod uct package it securely and ship it, charges prepa id and insured, by parcel
post or Uniled Parcel Service .
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