On Balance

The easiest
way to manage
the money
side of life.
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INTRODUCTION

Welcome 1o (w Balem ¢, the fast nllugruuywbrpmdmhumn O Balawe 152
mmumm tﬂlmwdpuwﬂadmphwmm

supreme case-of use N ytouse Ow Babene just one
& mwﬁmm“hmﬂﬂmﬁhumm
On Balance will ehiminate the ted ik I reconds and allow you
ummmhunnsyu\cmhul&[rncmdnmh{m With On Balawie
you'll be able to

® Keep complete up-to-date recoeds of all your financial actvities

. Wanﬂunﬂy“mﬂwhnmmddﬂumuwﬂ
as how much you owe on your credit cards
. Cwnmrmudunmﬂuﬂn-ﬁuiwmum&ﬂmm
xwrl:ﬂ business hunches dd | charge on my VISA card ths year™ or
have | designated as tax-deductible!” are available in seconds — no need
wmwb_dunﬂdddlum

. I«My«wdadnummdﬂcd and othet accounts quickly and casily.

-« M for several family members, as well as for your business, club or
organization
® Set future financial goals and establish budgets, using On Balani¢ to monitor your progress in
meeting those budgets and goals.
® Enter regularly just once, then let the program remund you when
automatically.

pmmﬁudwdﬂmluﬁ

 Prnt out checks and prepare professional-looking hinancial summanes, statements, and
reports to use for tax purposes or when applying for loans

Unlike some other home accounting programs on the market, On Balsnce does not require
you to spend hours &mﬂnhmhmmw&mmmmm The
program does the rest — subtracting, filing, sorting and manipulating your financial
data to let you know exactly you sand

O Balance will give you control over the complexiies of your personal hnances. Start
it ot a basic level lmnywhmmg;:lnm nmmqﬂw&m

ways. On Balance u you've its speed, power, and
m.m%mmpmmm

’

Using This Manual
mwaupwm,wm»wmo‘m Use itas a keamung
tool while you're g the program and as a ref source once you have the basics in
hand




Section 1, Principles of Home Flaance, defines basic accounting terms that you need to
understand in order to get the most out of On Balince. Be sure to read this section carefully
before proceeding to enter your financial data

Section 2, mmuﬁpmmmmﬂMMwmd&mrm
howtnpcrparudmdﬂ,uﬂhwnmuz program to work wath your pnnter Once you
ve pe the proced 2, yw'lb:ndymmm(hm

Section 3, Using Du Balasce, gives you an overview of the program and explains how to use 115
vanous features. This is where you'll ind out how 1o enter your financial data and how to do
|uchdunpasprudmawwdtmmkm tax purposes and set up budgets
This section gives y y-step b hmn‘ﬂ-m-«mmmp
your financial l"lll'l,ll""‘"" les and ull of | transacuions

 Sectiond, mmm:nnemycbpc&huq,mmw of all the
d w0 On Balance. Turn to the Reference Secnon for a
dcullcd e:phmumdmty(h Balance feature.

The Appendix, Exporting lo AppleWorks, explains how On Balance and AppleWorks can work
together to open up 4 universe of opportunives for analyzing your 1 nh:un:

The hinal sections, Sactup infermation and Womrasty lelormation, tell you how to obtain a
backup disk for On Balance and explain warranty details.




Chapter 1
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1. PRINCIPLES OF HOME FINANCE

Wwﬁkp«-mo-thlﬂnc Howevet, you do need to understand
some basic accounting terms and concepes. This section defines the accounting terms you'll
need to know and explains how they are used in On Balance

-
mum—mmmrs

mewwﬂmmwﬂxuomw:rh«km
mmunmﬁdummhgwmmmmdmylmuumdm

account. A transaction may involve writing a check, making a deposit, deducung a
fee, e Taks nwudy«np&nnﬂmnmnp&m‘mu:m
10, Most of the work you do with Ox Balowe will Fnancial transactions

g your
The program will then have the daa lu&wwﬂeywm&uwﬂcwdw

about your finances.

Accounts are t relationshup Iving the exch ge of money or credit. You
probably have a savi m.mmwmmmumu.w
ransacnons money from one of these accounts to anothet

> involve moving
ﬂ&lﬁ-pﬂh&huﬂudp&“ﬂmamm
mhuﬁm—uﬂwp better track of your money. You'll be able
to create accounts as you need them to keep track your grocery expenses, your ality bills,

Wwp‘uu Once these mmgmd.ﬂ-lnhnmllbubkm
give you information sbout where your money it going

WHAT DO YOU CALL YOUR MONEY?—ASSETS, LIABILITIES, INCOME AND
EXPENSES

All of the and items of value that pass into and out of your hands can be categonzed
as either. Assets, Income, or Expenses.

Assets:

Asects are things of vaue that you own. Moncy in yout checking account i 4n Aisct, 50 1%
money in YOut savings account and money in your Investments, such as stocks and
Mﬁmmdhﬁmmm. property — your home, for example —
is an asset. o is personal property, such ammumpumm—hmmn,tmh,

dud-‘z::y-um
In O .u-nyu'lpduﬂthkqwnhmdwnudnmymm
checking account.

Liabilities:
mumm-muwﬂm.ﬁp‘d' bulites are credit card bal
home loans, and other loans from the bank or frends

O Balance ﬂdw%n“mmmwmdww
mmm,«mﬂdmywm,hmmwﬂhabkmﬂyw
exactly what you are worth in financial terms.
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Income:

Income 1s money you receive. Your salary is income Soare pifts, bonuses, tips, royalties and
commissions. Interest eamed on a bank account, dvidends from an of rent
collected on property you own are all income.

With On Balamce you'll always have an accurate, up-to-date record of your income. This wall
help provide you with a picture of your cash flow — the movement of money into and dut of
your accounts — and bet you know if you are spending more than you are receiving

Expenses:

Expenses are payments you make for o services you consume. Expenses include
such things as groceries, clathes, phone bulls, rent payments, medical bills, insurance premiums
vacations, restaurant tabs. etc

The ability of On Balance to keep accurate, detarled track of your expenses 1s one of its most

valuable features. Using it wall help you to establ budget and
become aware of where your money 1s going.
Typical Assets, Liabdlitics, Income and Expenses

Assets Liabilities

Checking account (balance) Mortgage

Savings account (balance) Taxes due

Cash MasterCard (amount due)
House (market value) Visa (amount due)

Car (market value) Other credit cards

USS. Savings Bond (cash value) Car loans

Stocks (market value)

Jeweley (market value)

Income Expenses

) 2

v g
Commissions Utilities

Tips Entertainment
Cifts recerved Medical costs
Taxrefund Interest paid
Dividends Insurance premiums

Cifts given
Taxes paid

8

zge

:

Undersnding ' sssets, liabulities, income and expenses — and how they
four tems — and
dﬁubﬂwmu hlﬂmﬁmmmﬂ:;::w
muﬁdu“mld-uhmu:bpnyuma:‘mm g

whether the account i an asset account, 3 mmw e
m'@-ﬁnp‘mﬁ?‘w?&.ﬁaﬁ pe e
thinking yout e which vanous

-
WHATARE mmmmrrmamv—m WORTHAND
NET INCOME

" whuch Ow
you've sdentified all assets, habilines, wdwm
mﬂwwwmumqﬂM}MnawmmM
ww—-pﬂ-‘-ﬂ-ﬂy\nmm—

Net Worth:

Net worth s the —dﬂwmﬂ-ua—dlwmmma
s what you own minus what you owe:

Assets — Liabilities = Net Worth

: kgt | el
Worth i Mwunﬁunarmhpunm ie., if you
- y:l:w(llpnuu]ndlyndpq all your current debes (your ),

the is yout net worth as of today.

Y : ing. I helps you dec
Knowing your worth is an important step in your financial planning helps you decide
Mmmﬁoﬂmn&nu@ﬂm%mmﬂwmwmd

wng, you're cautious investments, and o0 on
whethet maore than n your .
With O Balance you'll be able to determine yout net nmm.‘b:‘hkabchﬁu
Mﬂlpﬂmm lcponnn“:rf:m such as a loan officer at a band

income remains deduct w{gmﬁwmsmﬂ
b::? mem dividends, interest eamed, exc.), imply
mmyum in minus money that goes out.

Income — Expenses = Net Income

Mwmmuﬂj«maqmd:mdmwhﬁwm?md '
uﬁm—hmdmmwmdmm m:llh;:da&om
you're more than you're bringing in, /Il have to get add s
mwmmﬂh::wmdmum on expenses,
ptery Ild-ul e ﬁ”mmmmmw
ableto your ;
ur:‘a?muamughnuammmlmha&wm:pmm




HOME FINANCE

Other accounting terms and concepts will be defined as they arise For abetterunderstandung
of the terms discussed here, pay close ion to th iples inchuded in Section 3, Using ()
Balance. And donk if not everything is immediately clear. As you work with On Balan, .
your feel for the panci of home accounting will grow. You'll develop a mental picture of the
vanous elements of your finances and begin to see how these elements fit together to make 5
harmonious whole
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2. GETTING STARTED

WHAT YOU WILL NEED

. Appklkflklwhnlhﬂllﬂlwmry]
o ® Dukdnve

* Momntor

® Blank disk to use as a data disk

Opuonal
® Second disk dnve
® Printer
* Mouse

STARTING THE PROGRAM

One-Drive System:

Insert the On Balance program disk into your disk dnve Close the dnve door. Tum on your
MMMwﬂﬁﬂmmﬂmmuwm
loads. A title screen will appear, byaLudDmm.tHw.‘bummmdu
Mmumwbymﬂnyhg;hu&m.mmmywhmm

opﬁm:SmNerm!aeululDau

1 this is your first ime st mm:.dm‘&mﬂwnmm.'&badmwby
wsingthe T or | keywohi it and then pressing Return. Then follow the instructions
below to prepare a %

. IlynuhavnudOwlukmbthelmw“nmdukhomw&nwmdmuum
prepared data disk Stkﬂ'kadDmDuk.'hspondwduwmmﬂaToday‘ai)at
mmmnmhmhmmm the actual date, not a past or futute
date you have answered all the questions, select” “The Main Menu wall appeat
on the screen You are now ready to start using On Balance program will prompt you
whenever you need to swatch disks

Two-Drive System

Mh&&wmmﬂmmml.cmhmm’fmmymrmmnu
Mmmwmmmrmuﬂu&-ﬂmlﬁuwﬂ:mmuw ram loads A title
screen will appear, followed by a Load Data screen. (Note: You can move 10 Load Data
mq-umy mﬂuﬂuuﬂtm)hﬁum,pﬂawmoﬁm‘ Stan
New Data Base or Read ;

usingthe T or | key o wand then pressing Return Then follow the nstructions

. “Mimhum%ﬁ:. select *Start New Data Base * Select this gption by
below ta prepare a data

lIfymhlwmd()umfbcht.mmdmduk-moDrMI.Sdm‘ll.ndDm
Dﬁk'&.mmm.mﬂmﬁuMwoonwiaﬂwummmnmnm
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GETTING STARTED

am disk into Dnve | Stant your computer The am will look for the data disk in
v :uﬂmmmw»uwﬁ’fmuwuw

q in the box, being upply the | date, not a past or future date, When you

hmmmé&ﬂﬂzquuﬁuu,ubu‘%y.'ﬂnl&mkkmﬂwumd’um

You are now ready to start using On Balence

F

PREPARING A DATA DISK

&hm@m&%mma@ﬂ This prepared disk wall store
upto 12 months’ worth of financial that you will enter while using the program To
ldandhk,hmukct'SunNthlulne!ﬁwnd!LudDmm.AMbo:
m ar on the screen. Cuestions for you 1o answer are listed on the left; the program’s

de

or preset, responses are listed on the right. A haghlight box wath a flashing cursor
ds the response to the first g -

To accept the response that appears on the screen, press Return. To change the response,
mﬂywﬁmwmﬁwmmnnwdudﬁ 1f you make a mistake, press Delete to erase
what you've typed. Press Return when the information in the highlight bax is correct; the

ighiight box wal . . .
bghigheb il v s e s o A g S

Jl_ﬂn.lm.lmm__1
Dala Base Kane: Gl
Fiscal Starting Year: L3
Fiscal Starting Bosth. (1-12, *1" recomended): |

Drive rumber for data disk (1 or 2): 1

Data Base Name

Give your data base a name. Use your own name, or anything you want. You can type up to
mmmwhmn&MMW;hmﬂm%ﬁd
the year whenever it refers to the disk (for example, if you name your data base “John,”
program will refer to it as *John "867). Note that you may have only one data base per disk. A
data disk holds 12 months’ worth of financial i ion. To start a data base for another
person of purpose, you must use another disk.

Year

Fiscal
szdz::n year for which you want to enter data. You will not be able to enter records
for any date prior to the fiscal starting year.

(2]

GETTING STARTED

BOTE Dace pos have bogon siing
e Rimacy pou may weal 0 Hat
# mow data bave Iu wee lor bnep-
lng & difereni sel of recends —
recacts lor pour chel o chacify.

wasd 4e propare 2 dals disk i
:n-ﬂwﬂ
inte B¢ BasT pear, Smply patec
ha sale bov I mew poar bnte Bhe

Wh-ﬂhMpﬁMwu begins (1 fioe January, 2 for February, 3 for March,
and %0 o).

Number for Data Disk
m&u“h(lunpﬁm»mhmmaﬁ

Wh h ded 1o all the mﬂxdnbgbn.ﬂﬂﬂhy'ﬁmu;:bl;ﬁ
o the have inds e ¢ data d
have indicated. Press Return and the program will prepare you
ﬁmmﬂuddﬂi&mw;«‘uﬂn lmwltrrgymmhbcidw
ﬁwmw“bm&&mmdhhluﬂmmmndu“‘mdm
Return Respondtothe questions in the Today's Date dulog box that appears on the screen
Wnpnnd-,nhﬂhy,'mmmﬂmemhmhmm

ready to stan usmg On Balance.

Your Fiscal Year —Where to Begin

in whenever you want it to. You may have it run from Apeil to
:ﬁ:‘: ‘:::&wnbmbuﬂmnmﬁﬂmmpk.mwn ve

from January to January.
ﬂ?“‘x:i&khwkwhﬂﬂ.mm}u*?«ﬂmﬁﬂf\w
pmn‘-ltuhﬁpwimnm rec simpler

approach, especially ¢ already far into the would be to start your frscal year n
January and ;’x‘hmmm.hncmmm#
m:mﬂ-“mmu&wdnmddmmn then start a new data disk on
January 1 of the next year

PRINTER SETUP g

ummmm;mwmﬁkmw.m,dmmw

! the
: have to change the printer setup For help, sec Printer Setup in
mmw proreh

OPERATING THE PROGRAM

Balance operate. I f f and nds are listed on pull-down
m& ‘hme mmmmmmmmnumcmwwunmw
m:mui;hnno&uwymhmm‘mmmd.mlpudmynw
cither by selecting Help from the 57 Menu or by pressing At

Menus

The Main Menu
When O Balance you will always begin wath the Main Menu
mmm.mwmmh ons, features and commands are reached

through these sub-menus.

menu , use the ¢— and — keys to the menu you
% m&«mwupmdnmu To select an item from the menu, highlight the




GETTING STARTED

tem youwant (usmg the T and | keys) and press Return To close a menu without making
ucl-kman‘mlhhmwmduhumwmmmnw;ﬁnMu
will then close

® Toopenamenu 4 mouse, press the mouse button to activate the pointer o point to the
menu you want, the mouse button down, the menu will open. To select an item
from the menu, move the pointer down the st When you reach the item you wane, releas.
the mouse button. Toclose a menu without making a selection, move the pointer away fror
the menu until the menu 15 no longer highlighted, then release the button, the menu wall

close

Dialog Boxes

Dualog boxes are a way of “tallkmg 10" the program. Each dialog box asks you a series of

q By responding to the you supply information to the program so that i
can perform its functions correctly.
*To d to questions in a dialog b the keyboard, use the T and | keys to move

; og bax using T
the highlight box to the item you want. To accept the response already in the box (the default
up:‘u,rkplﬂlﬁhhm.w,qpmmﬁm
over

If you make a mastake, press Delete to erase what you've typed. When the information 15
correct, press Retwmn, the highlight box will move to the next item. When you have
responded to all the questi MM&ML«&)«
pressing (3-0) totell the program the i ion is correct. If you want to leave the
dialog box without continuing, press Esc. You wll be retumed to the previous screen.

* To respond to questions in a dialog box using a mouse, click the mouse burton if the pointer
0t on the screen. Then point to any response you want to change and click again. A
mﬂm'hm Change the response by your new
i m*dﬂ.uypum&am&:mm:oamnymwrd
When the information is correct, click the mouse button. When you have made all
changes necessary, move the pointer to *Okay” and click to tell the program the information
hmlfywmumdudiﬁllr without clicking “Okay,” point to the rectang|e
in the upper-left comer of the box and click. You will be retumed to the previous screen

Entering Text

On Balance lets you type memos and notes of various kinds. To enter text, simply type in
Idllu-n;;::hywm hbﬂx&np:::m.u the end of a Line unless you
want to begin a new paragraph; just keep typing and the text wall around to the next

' line. To edit text, use the following text-ediing commands: o1

—=T] moves the cursor left, right, up, down without erasing text
Delete deletes the character to the left of the cursor

40 deletes the character at the cursor

ay deletes from cursor to end of line

G -Delete deletes all the text you have typed

WOTE: The Control ey mey be
msed ingtoad ol the () boy.

Getting Help

available from inthe -\Mywhawtnd_numd-iwnlm
H:T-;Mln wm:’r“ hh:ﬁwn.kbndumym«mlmﬂa

Index, then read the explanation appears on the screen

Esc to Mowe Back

hmmhaimawmmbymh: thwwumﬁuywm
mave back one screen unul you reach the Main Menu.

the rectangle in the upper-left
To Mw.mmmml“.pﬁlh
mu?dkmmdﬁdu“hﬂ

Saving Data

Balance at various points in the program. However, to
m& m“&mwmnpmumd w
yoursell. Em,un*pmd-imbuywhwwdwlk on your
data dusk.

@ Commands
marked by the Appie symbol (G )and 2
bmﬂmaumdmmnm :rmm e st

bar) and press
down of the (located to the left and nght of the space
ﬁmm&mMWuhmJWd Q'm
mmﬂm.‘m.mm it easier to move from one place to anothe

™ ds are below. For a complete st and
the more frequently used & lsted
cmd?:mwﬁ,mwwmdk Reference Section
G-A mm.m:kdaﬂmﬂmwmm
created.
: of Data: Moves the cursor to the first ransaction of
e m«fﬁmmamdmu.
-When m&hmcbumbc‘mdat
o pud:um Mhmmhyhm&wn
the left, erasing text as it goes.)
a-H Hard Copy: Prints a copy of whatever is on your screen.
a-M Menu: Returns you to the Main Menu.
G-0 Okay: Confirms information in dialog box.
a-a Quit: Lets you leave O Balance and run another program
without turning off your computer.



Save: Saves data to your data disk. Use this command
40 avold acridentalos of s, sy

deltmtDclrmmnﬂumy. Not the same as (3-D
which deletes one character

Help: Provides help with using On Balance. 3
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3. USING ON BALANCE

OVERVIEW

On Balance 15 a home ac g program that makes keeping track of your financial affairs

o asyandenpy g asyouundoubeedlyknow, 1 hebusnessofkecping inancal

records. These records can be as simple as a shoebox full of receipts and cancelled checks or as

mqhxummhkdg«hngmy&b«mdmduduwmnmywrmm.

Thpm;nmywmnbwtwmmgahhmmwum&kdg«iniupmsmaw
1ph and like the shoebox in its ease-of use.

hmhwhuwﬂ&lﬁrﬂhmmﬁmwﬂhuum&wbmmw
of information into the shoebax The program wall then play the role of an accountant,
maintaining a complete and precise in which all your financial transactions — and the
effects they have on one another — be recorded. For the mast part, this ledger will be
invisible to you. You will be made aware of it, h , as updated bal for your accounts
appearon screen and as you request various kinds of information contained in lists and
repors.

This section of the manual will show you how to make On Balance a part of your life Here
mﬂhﬂbﬂhﬂmbﬂdﬂhdm”hmmm& ,doing
adﬂapumdﬁ‘mpﬁﬁqﬁd&bqﬂuﬂd ,.J,I.”,,h
MMMMMMmWM.MdM functions
and commands discussed in this section are also discussed in the arranged
Reference Section. You will be referred to the Reference Section for details on how to use
various elements of the program.

h!&ddmmmw&&wwpamypmmdmimnddﬁw‘m

amore m.ltﬂdqenﬁmﬂudmplm.mmmﬁcywm—uﬂugdx

Wmhmﬁe.ddmnnmn&mhwm,mnmnudcbypu

umthMnapMuwdw,wwm—hm
\plete a picture the program will be able to produce

Before you begin, carefully read Section 2, Getting Started. In that section, you will leam
how to start the Mmamﬂhmmr&mmuimfmdm.m

alsoleamn how to select menu items, respond to questions in dialog boxes, and use the program
with a keyboard or mouse. This section will assume that you know how to deal with these
mﬂl‘ matters.

ENTERING YOUR FINANCIAL DATA

Almost all the work you'll do with On Balance will involve entering financial data inthe form
of transactions. Transactions represent the movement of money from one place to another.
Wlunywmncheckmp:ymm,mnyoummhrhnd:homywmm;sumt
to your dﬂfmmﬂm withdraw cash from the ATM at your bank, even when
you put a nickel in a gum machine, you are camying out 3 financial transaction




USING ON BALANCE

You're undoubtedly familiar with entening transactions for

¢ . ¢ Insact your account
mhnkrujhmm‘lmwﬂem&bhm dwmneny:“ﬂu
- case, mgm«my:yu wwﬂm@m:mwwuﬁﬂmﬂnﬁ( '
card accounts, or pocket money i e o Ry o

THE BASICS

Toleam how to enter  transaction, follow the step-by- I

n instructions below.

are done, the sample transaction you have entered can be del m.mm.l:wm\::f:m

enmmm;nmmmmmwiuwhn&wmddmm.

MMMOM% i Correcting Mistakes, Your Data Bases, Saving

mmbkymﬁ you ymhaw:::adundmnm how to enter transactions,
| _mmwdu_ (checkbook register, it card statements, etc.) and start entering your

Entering a Transaction Step-by-Step

1) 1f you have not already started the On Balance p e
i Section 2, Ceting Saed. Wththe Ma M o s oy o oo™
Menu and select Register.A dialog box willppear. el

2) Respond to the questions in the dial i
want to enter transactions ..weuuut’:éﬁﬁm,hm m:%_;;fu which you

f:'PM.l'I\MTfC)JN’: “Enter Account Name, Group Name, or Type,” lets the program know what kind of
fmnummm you want 10 enter. As you begin using the program you will be creat ;

_ m Wi:.‘lm,}, ""l’ﬁ""{‘f',"m {asset, hability, income, expense), and possibly
ﬂ'r‘-lﬂ"'*‘ o S Vd, reirement, eic ). If you specify a paricular Account, Group,
accounts you may do wl?ﬁm?ﬁu*m B e ot o

Since you have not yet created any Accounts, Groups, or Types, leave the space blank now
Enter the current month and year When you have re d to all of the questions in the
dialog box, select *Okay." The Transacuions Register will appear

MJMM
(¥ U
L0 AT Trassactions o 19
oy Ll ool | kcowl ] el

3%

M2t
S e ¥

7 4. 44

i s

Fibvi snF i e

T

Ei’ o Thress "5 Tor 8 seTil Wramsaction |

. TR b TR T T b
A He SV 3y L
o -'f'.«.r,-.-!'.';.’-’elv-’ru*.‘a Liere b LR nrea

The Transactions Register is similar to your checkbook register in that it has spaces to record
the date, number, and amount of each transaction It also has spaces for a nu mber of tems not
found on your checkbook register. These items wall be explained in detail as you enter your
sample ransaction.

Note that the month and year — which you specified in the dialog box — appear at the
upper-night comer of the Register. A hughlight box with a flashing cursor appears at the lower

left. Prompts relevant to whatever entry you are making appear at the bottom of the screen If

you are using a mouse, a message reading "Click here to add a transaction” will appear. Move
the pointer to the message and click the mouse button.

3) You are now ready to begin entening your sample transaction. The transaction involves a
check, #238, wntten to your neighborhood supermarket, Eimwood Market, on the fifth of the
monith to pay for $47.50 worth of grocerics. Enter each part of the transaction as explained
below: If you make a mistake, press ©-D or Delete to erase the entry; then type in the
correct information. To move back one column, press 4—; to move forward one column, press
—sorTab. Toindicate that the information you have entered is correct. press Return When the
entire ransaction is entered correctly, it will look ke this:

Dny|¢ |rmduem ‘mn lm»«mz |Amwal
5 | 238 | ElmwoodMarket | checking | grocenes | 4750
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Day

The first piece of information you are asked to supply is the date on which the transaction
::mud.semyonhlhadyindtlwdlhrmonﬂundyru.nllymmdwnq:plymismc
Y.

Notice that the highlight bo, witha number 17 n it i positioned beneath the Day olumn
Mdubmnoldumnkahmdmdmruds'mydmm‘mulwwillchmgcu
ywmwc&mcdumwwl\mmoﬂmymmllllwupkmenu}ywhmf«mamnym
mbemguhdwnﬁy.ﬁu«u&mwnﬂw%n@udﬁemhu&ds‘hg
5 for a split transaction.*

EXPLANATION: A spls 15 @ sungle that affects more than o accounts. You might
hc@,ﬂ:ﬂuhmhmhwhmdwm. FPart of the check
would o 10 pay for your grocenes and the remamder would go imto your pocket as cash Enterng thus
Iransaction as a split transachon allows On Balance 1o recond its effect on three different accounts — your
checking account, your mﬂmuﬁm.&r&ﬁsmhhmuph
wansacnon, see Split i the Referemce Section.

Since this transaction is nota split transaction, ignore the prompt. Enter the correct day — the
bifth of the month — by typing in 5. Press Return, 4

Hm!m.-#*qa-wmw ight box is correct, you can accept it by pressing Return
&uaﬁkhm{*mﬂmﬁhruhkﬂrmnﬁnﬂ:%
memmmmu-hmmumg.mhqmummm
same day,

L

The next column in the Register is marked by a # sign. This is where spcn‘l’zdlchndof
Lransaction you are entering. areasever, i:il-nds"dl';.I 1 T}’:u the column is
mﬁgdbynimidumdmrummom\viﬂruhuymmdmhl!ymm
entering a check, you simply type in the check number | You want to enter a different kind of
transaction, enter the first letter of the transaction you want. Abbreviations for the various

kinds of transactions are shown at the bottom of the screen.

TRANSACTION ABBREVIATION PURPOSE
Sl - (number) to record a check
| ATM 3 ATM to record an automatic teller
withdrawal or transfer
i Elect to record an electronic fund
transfer, e.g., one made by
computer or telephone
fue Fee to record bank service
charges, credit card fees, etc.
. Dep to record a deposit to an asset
account, e.g., checking or
savings

Refnd worecord arefund, e g, toa
i credit card account
Interest Int torecord interest charged to a

babulity account, or interest
eamned by an asset account

Voud Voud 1o record a vorded check
for cases not covered above,

S e g, recording a withdrawal
directly from savings, or a
charge on a credit card

': Specifying the ki of mansacuion you are entering lets the program know how io handie
.\,mam 10 your chedkmg " f i mkmnwm«mum; J
lhmkMdﬂdM—rqﬁuma{m#&Muunmw
accounts properly, its imporsant that you ewer the comect mformation here.

Since this transaction involves a check you have witten, type in the check number, 238.
Press Return.

EXPLANATION: wumdndshm--l-ﬁdym*-m_dm*
thgmmhﬂpnuqmm& your checkbook regrsier. To
change the check mumber, smply type i the mumber you want

Payee & Memo
Awindow will open when you reach the Payee/Memo column. You can leave this window
blank ot use it to enter any i iof you want. In a checking transacton, you would

whom you've written the check. You could also enter
wwm“#q:vm"mwmhdmum.hmiiw
ire window with text. However, only the first 20 characters will be displayed when
msm.nmnmmmmmwmwmwwm
back (or forward) to the Payee/Memo column.

is transaction involves writing a check, type in the party to whom it was written,
Mnmmmmmmmddxwm.ummum
any flags, you will be given an opportunity to attach them to the bansaction now.

EXPLANATION: Flags let track of items that belong together, It are wot all m the same Account,
W.afmwwﬂmh:m:zummﬁ' k;:‘“w-tw “zxwumma
“mhmmm::ld;ﬂq' l zpﬁuhfmmh i sz::m
created flags, & Flags column will be added 10 the Regrsaer If you have mot fiags, mo

dmk&u&uhuuﬂmﬁmmﬂmhhm&m.

‘

Account 1

the Accounts colum ofthe Regster This s where you eally begin putting
&mnrw:thmlymmuﬂmmmme
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4n accurate pacrare of your entire financial

wack of how much maney you own,
Yyour money is coming
dn;ﬁtduﬂdmm, =
explanao Kabilices,
“hhﬁm“m“?,m

Boiefly stated, an account is a
M
“"E“_‘“Mﬂ(mﬂmww
liabilities, income, or exp
xpenses, plus a list of
of Home Finance

). All accounts can be
For a more complete

some typical accounts

Account 1 is the account for which you are
account to which you are adding a deposit
writing a check, your VISA account for

recording the ransaction It
your checking account
which you are recording a charge o e

1. It may be your sa
against which mw‘s‘

EXPL‘N“.W:INMM
maner examp
e o ot of e o

allow you 10 use On Relance 19 keey mack o financial
’ of the mumber of howrs :ﬁ:ﬁ'a‘
y """"ﬂ‘*-"'ﬂfmmau-u Creanng

{weth an accoumt. Most agser

Balance in the Reference Section.

Itwall disappear from the screen after a few
mchude in

and habiity accounts — such as
balances. For how s 14 starmmg bt

starting balance reminder,

EXPLANATION: Groups are a e,
wccounss. haﬂhw

oo persomal s e cssgned 04 group called“Home.* You wigh
0.4 thind. Classifymg your accounts
For more detail, see Geoups in the

hr-" mmi”*d
llm&nh. i

Account 2

You will now be asked to supply the name of the other account involved in the transaction
Account 2 represents where the money in the transaction is coming from or going to. It can be
either an asset, Lability, income, or expense account

You do not have to specify an Account 2. If you simply want toentet transactions for your
KML%M and see a balance for that one account, you need only enter an Account |
name The program will then funcuon only as a checkbook register (For how to customize the
program so that it always skeps the Account 2 see Custom Settings in the Reference
Section ) However, if you want the amto € net worth and net income statements,
keep track of and 5o on, you will need to enter both an Account 1 and Account 2. This
15 the method for gerung the most out of Ow Balence

Since the check you wrote was for grocenies, enter the word groceries for Account 2. Press

Return. You will be asked if you want to create a new account. Press Y (for yes). You wall then be
asked to specify the account type. Since 18 are an expense, enter Expense, You will now *
have an opportunity to specify a group. As with Account 1, the group designation is optional
For now, skip this optional step by pressing Return.

Amount

‘You are now at the last column in the Register. This is where you will enter the dollar amount
of the transaction.

Enter the amount 47.50 Press Return. The leted non will now be displayed on
the Register. The bal for the lved in the transaction are shown below.

4) Check the transaction to see if all the information i correct You may change any part of it by
using the arrow keys to move the highlight box into the Register When the part you want to
change s highlighted, ssmply type your new information oves the old

5) To delete the entire transaction, move the highlight box anywhere within the transaction,
then press ©3-Delete A line will be drawn the transacuon and you wall be asked if
you are sure you want to delete it Press Y (for yes).

REFINEMENTS

Once you understand the basics of entenng transacuons, you can add some refinements that
will make your record-keeping easier and more complete include creating flags, setung
up recuming transacnons, and creating accounts through the Accounts Menu

Creating Accounts Through the Accounts Meau

You will create most of your accounts while entering transactions in the l-’urpmr
However, if you prefer, you can also create accounts by sel Add/Edit from the Accounts
Menu Add/Edit is usetul if you (1) want to establish a lance for an account without

going through the process of entening a separate transaction, (2) want to supply the am
with financial data for an account — such as real estate holdings or jewelry — for you
don' often enter transactions, or (3) want to edit an account you have created
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Add/Edit 15 also useful because 1t includes a handy Memo in which you can store additiona|
information about an account (when you bought a piece of property, , of the
number to call if a credit card s lost or stolen) and because it allows you to view all the accounts
you have created (arranged by type) without having to go through the procedure of requesting a
report. All your accounts, however created, will be displayed on screen whenever you select
Add/Edit

For details on how to create and edit accounts through the Accounts Menu, see Add/Edit 1
the Reference Section

Creating Flags

Flags are a way of keeping track of items that together but are not all in the same
N:munt,Tmrfnm. liability, income, or expense) or roup. You can create up to four flags
which can then be artached to your transactions as you enter them. Once you have created
flags, a Flags column will in the Register. transactions can be located and listed
on screen using the Search ,and then out using the (3 -P command.

Ouddubmmdﬂaghwheqnﬁﬂm—d&hﬂinm.ﬂmdmhmkupmck

of the expenses of individual famil members, or of a club or charity for which you work, Since
mc;?anl‘z:nm;::dofw namﬂunm@.‘mmmmhep

before you begin. You might want to start by creating one flag that you know you'll use
e o e

(tax-deductible items, for and then create additional Bags as you see a them.
For details on how to create and use flags, see Flags in the Refierence Section.

Setting Up Recurring Transactions

R ing ions are jons that occur ona basis. Common recurring
transactions are mortgage pay loan and utility bills. To

eliminate the tedium of entering these same transactions month after month, On lets
you establish sets of recurring transactions that come due and are paid at approximately the
same ume. The program keeps track of these sets and warns you when they are coming due.
You can then edit the individual ransactions in the set (changing check numbers or amounts as
necessary) and trigger it so that it is entered into your reconds.

In addition to saving time, recurring transactions are a way of ensuri that you dontt forget

'mmmmmmm.hmmmﬁugw , bi-weekly, twice in

a calendar month, monthly, bi-monthly, quarterly, semi-anaually, or annually You'll find tha
creating recurring transactions is a good way to get an idea of what your fixed expenses are.

For details on how to create, edit, and trigger sets of i ions, see
- eyl trigger recurring transactions, se¢ Recurring

MAKING CHANGES AND CORRECTING MISTAKES

Whenever you're leaming new tasks, you're bound to make mistakes. The mistakes you'll
make while entering financial data in On Balance are likely to fall into two categories: simple
data entry mistakes (misspelling a word, entering an incorrect , etc.) and mistakes
creating and assigning accounts. Both kinds of mistakes are coerected — in the case of

ing the editing commands, and in the case of account creation and ment,
Symmmwﬂ.::r Type/Starung Balance, Change Group and Merge Two Accounts iogedm
features from the Accounts Menu.

c ting Data Entry Mista}

On Balance, data s al entered at the cursor in a highlight box. This is true whether you
mhqumhﬂtlmﬂwn.mmm of the other screens in the program. To correct a
mistake, you must first move the hi tboumdu:um,nuwmtox;m.UudwTaM
1 keys tomove the highlight box up and down, ise — or Tab to move the bax to the nght; use
4« ot () <Tab to move the box to the left.

Once the item you want to change or correct is highlighted, you can clear the box by pressing
duapmh;ﬁ’:lmtmhwdubmbhqkuw in your new information. [f you don
want to clear the bo, simply type your new information over the old.

delete ire transaction, move the highlight box anywhere within the transaction and
gdm&:wﬂhﬁamm‘hwmwﬂwﬂhMﬂm
are sure mwd&uh.?m?ﬂuyu}ﬂﬂnummwﬂlbcdzkud&nmm
mmu-mdmm.ﬁmwmmwuwmmm.

Changing Account Assignments

When an account, either while entering transactions in the Reguster or by using

mﬂ-ﬁmm, wﬂlhnﬁdmspgtﬂydwlxosu“mw(ﬁm
iabili C and will be given an to assign the account ;
Mm'mmmm,mmmumwmuu
may seem difficult. You may not be stire whether a partcular account should be assigned as an
asset, a liability, income, or expense. You may not know what kind of You want to create
and what accounts should be included in them_ You will probably make some mistakes. These
mistakes are easily comected, using the following procedures

To Change an Account Type Assignment:
T ing Balance from the A Menu. A dialog box will appear
mmhmmm,&mwmtmwm The current account type and
ing balance for the account will be displayed. the new type and/or a new starting

the :
balance. you are finished, select *Olay

To Change an Account Group Assignment:

Change Group from the mm-.AMbﬂxuﬂappurMhdu
mmd: account. Enter the account you want. The mm}m[ﬂ any) will be
displayed. Enter the new group. When you are finished, select*Okay. ‘

is command i huu{mywm@xmmﬁmm"““'fm
Mnﬂxﬁmmg;ﬂt £ you're in doubt abous the proper group assignment
while creating an account, simply skip the optional group assignment step. Late, use the
Change Group command to assign the account to one of the groups you've created.
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MOTE: Be swew thal the wo e

To Debete an Account

Deleting an account is not a step to be taken lightly. When you delete an account you remove
all reference to it from your records. This can have a profound effect on the balances of your
other accounts. you can delete an account by using the (3 -Delete command while m
Add/Edt from the A Menu, this method is ded ONLY if the account has nox
been used in transactions. A much better approach is to use the Merge Two Accounts Togethes
command. This allows you to merge one account into another; the records from the account
you delete will not be lost, they wall simply be added to the merged account.

To carry out this procedure, select Merge Two Accounts Together from the Accounts
Menu A dialog box will appear asking for the name of the account to be eliminated. Type in the
name of the account you want to delete. Then type in the name of the account you want to
merge it with. The two accounts must be of the same type (asset, liability, income, or expense)
When you are finished, select “Olay *

HANDLING YOUR DATA BASES

An On Balance data base stores up to 12 months’ worth of financial inf p
data disk. Each member of your household who uses Ow Balance can have his o her own daa
base. You can also establish data bases for different purposes, such as your personal finances,
the finances of a club or charity for which you are treasurer, and so 0. You can assign a secret
password to any data base you start; then, only hok he p d will be able
to gain access to the data base.

new fiscal year, Ow Balance will automatically start a new data base for you, carmying

Generally speaking, data bases are not i have to worry about. Simply start
mdmhmdmmmmkmgwmhm 2,

To start a new data base for a different person or purpose, select Start New Data Base from
the File Menu. Then follow the same procedure outlined in Section 2, Getting Started.

To work with a different data base (without having to restart your computer), select Switch
Data Bases from the File Meau. Follow the on-screen prompts to remove your current data
disk and insert a new one.

Euuhadn&kh-wwﬁwuﬂ:dmwmﬁwﬁghhgwly

enter a date in the new year (when starting the program o in the Register dulog box) and
follow the on-screen prompts.

It’s a good idea to make a backup copy of your data base disk(s). Update the backup regularly
to ensure against loss of data. For how to make a backup data disk, see Backup Data Disk in
the Reference Section.

For more information on data bases, see Data Bases in the Reference Section.

SAVING AND QUITTING

datain On Balance, you wonk want tolose it. There are three ways
n?:: :bywwﬂg-i.byuim Save from the File Menu, or by selecting Quit,
rom the T Menw.

IAYS leave the by way of the Quit command Ths wall ensure that
ﬂ:bﬂ“%wm dmod-umwmuwﬂyn«dmwﬁu
“ 4 ither by selecting Save
You should also in the habit of saving regularly as you enter data, € :
hnlk?ll-'“«b"mﬁ‘d-s Mﬁuwmummn
dyupm&ammﬁwdm.mh[«ﬁ-ﬂ protect
against acodental loss of data.

PUTTING ON BALANCE TO WORK FOR YOU

be able to put Ow Balance to work for you, using it to

the more the will be able to tell you the wcwl.dndu:\;tmmd
such things as your moncy is coming from itis going o

Balance to reconcile accounts, to print checks, to set and keep track of a
h‘:ﬂhdu;ﬁ:muld.ldwm:mm net income reports.

e g

Thas copy will come in handy g ¥
-Jf-—ﬂdﬂh-’m-

s tenal on reconcil
kwu&qdhm*w”““i“‘w'mm s =

m W‘- ] .. -
mm\'ﬂu L nmﬁzﬁm.muhwmmw Reference
Section.

RECONCILING ACCOUNTS

You can use On Balence to reconcile mmiuwhndww receive a financul statement.

account — that is, checking your
You're probably most familiar with reconciling your checking ﬂuhulk;llhﬂ“md"

s if you want to avoid being
not be in the olum:hrgm;;dm
those for your credit cards or cat Ow Balance makes the procedure so casy that you'll soon

¢ entered all the individual transac-
When you first sart uing On Balasce, you may ot it 00 0l nded you
;-"“.f it h.hmmmwmﬂWymmkmem;
the transactions you have entered plus the starting balance
Foc ull decai on econcilingaccouns, see Reconciliadion i the Referes :
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2
;
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PRINTING CHECKS

hmw&h«mﬂmmm.mam@yhﬁyimmmwhﬁnd
writing out many checks at the same time. By using this feature, you can enter transactions and

make out checks all at the same time. If you choose to do this, be sure to update the balance in
mxmdchedhmkwg:m:mnymmfw I ;dmwlyyw'llhmhwmwl;you
in your account when you later write out checks by hand.

nmu’nmmﬁunmpumdwapmndmmﬂpnm new
insight into the nature of your financial afairs.

For details on how to search for information, see Search in the Reference Section

RPQUESTING REPORTS

Balance produces four kinds of reports: Net Worth, Net Income, Accounts Reports, and
Trf\:xnmm.mumumpuywwuwuvmmdmmm
affairs. Since each can be printed out, as well as displayed on screen, they also provide a handy

Toprint checks, you will need to order a particular brand of continuous form checks to use in
your printer. For information on how to order these checks as well as details on how to carry
out the printing procedure, see Print Checks in the Reference Section.

way of supplying org to loan officers, tax preparers, mortgage
companies, and so on.
SETTING UP BUDGETS t int in time. Ow
Worth reporttells you what you are worth ) atany given point
; mmnmwmgywmwm cﬂmmnymuhw
Wuh&“m,wummwayuﬁnm&-by-mnﬁhdgﬂhmymmwuhw

created. You can setup for asset, liability, income or expense accounts. This means that
in addiuon to establishing limi for your expenditures, you can set savings and income goals
and monitor how closely you are meeting them.

A budget can be set up any time after you have created an account. If the account is an

asset accounts. In order for your Net Worth report to be accurate in real
ﬂ;mmwmm-dmm&aﬂmmwaﬂm
iabilities. Once you've entered inforination about everything you own (your house, your car,
valuable jewelry, paintings, ctc ) and everything you m@mrm,mwl:;?
credit card balances, etc ) O Balance will be able to produce a complete and accurate

Tmuﬁ;ymm.muudhawmhmwmwmmw My e
e g L e gy , i i Lot Bt
over a period of time — a month or two, perhaps. have an idea of what you are halpin yonsk planning for a raise, to cut back on ing, and 50 on. On Balance
actually spending and can make an informed decision a lnwmndmwg;:um whether ¥'% time 90 a0k for i, Y0

to change your budgeted amounts, you can do so at any time.

Ocuymmbﬁﬁahndmformum&hb«:wiﬂbu&muﬂywdudoﬂar
diﬂmmmddwpumugediffcmebem&wmdhhnamd&nhﬂgumm:fw
uchmlfwuwklxhdgnﬁm—udﬂdnywundmemm&qﬁyedmmmuﬂy
and/or in bar aph form — will be included in account reports, net income and net worth
statements. l:'mdywmhwqr;ccmhlm&u!mmmcmy
over your budgets 1, basing amounts either on the budgets
muuhdmmhmdmﬁhm. 7

. ing the balance of all your expenses, for a specified
| B e Py
£ and m;mwmﬁynmmummdmmhhw

Accounts Report g1 on one or more of your accounts. You can specify
wammaﬂcmumaﬂhmaqp‘m o ey
I R ing an report is a good way to monitor pmhwnmmuﬁud.&
vty —3 | estat , stock i etr. _ ;
l you'll .ﬁmuamﬂhmmmmmﬁmmmmqm
| question.

ATransaction List gives you a report on transactions entered over a specified penod
request a li ansactions or of transactions for a single account, group, or
| q’b;‘m d*'.i"" all your ...1,1,,“‘1‘ e .d:‘ o s you ml
in the Register. You can also print out the lst, specifying the type ta you want pnnted,
| I :hﬂyimmammmﬂnmmmdwﬂm.

i how of the four kinds of reports, see Reports in the
- | mhmmum:m&mm,wmmrm
List.

For how to set up a budget, see Budgets in the Reference Section.

SEARCHING FOR INFORMATION

&Haukuyoumnpawﬂemgeduimhwmhﬁmndddwwuhm '
. m.hmmthhwmth
a certain kind (deposits, fees, ATM transactions, etc.), for transactions falling within a certain
time period or range of amounts, for transactions made outtoa specific payee, or for transac-
mpvdﬂuammﬁcmm.uw.&uhdmmmhhmd.ywm
view it on screen and, if you want, print it out.

This search capability is ially useful at tax time o if you are using the to keep
mawhmwm,haﬁ.uammmm

| GOODIES
43 &mm.mdwmmm—uum—mmmm
4
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anywhere in the - Most of these Goodies “pop-up,” overlaying whatever screen you

mworl:ingm.mn signal that you are done with a Goodie, it will go away, leaving your
onginal screen intact. The four Goodies listed on the Goodies Menu are: Calculator, Note Pad,
List Accounts, and List Groups.

Calculator gives you an on-screen calculator that you can use to do mathematical

m,
tions. The sum can then be entered directly into the transaction on which you are 4

ng
Note Pad gives you an on-screen Note Fad with room for entening up to five *pages* worth
of text. You can save your notes and call them up again whenever you want.

ListA provides a list of all the you have created arranged by type. This is
handy when you are being prompted for an account name and cantt recall which accounts you
have created. A listed account name can be entered directly into the transaction on which you
are working by moving the cursor and pressing Return.

List Groups provides a list of all the groups you have created. This is handy when you are
being &xlfwnmwuntmﬂﬁndlwywhmmud.ﬁhudmp
name can be entered directly into the transaction on which you are working.

For details on using the Goodies included in the program, see Calculator, Note Pad, List
Accounts, and List in the Reference Section.

CUSTOMIZING ON BALANCE

Wmmmm&mhaw.mmmlmmﬂzwm.
changing such things as the way screens are formatted, what prompes are given, what kind of
information is di and so on. You may also want to check on status — how many
accounts and groups have been created, how many transactions have been entered, how much
room is left, etc. — and assign a data base password.

All these customizing opuions are easily carried out through the program’s Customize
Menu. Since the process is so simple, you can change the program’s settings and then, if you
dont like your choices, change them back again, all within a matter of minutes.

For information on customizing options, sec Screen Formats, Printer Setup, Custom
Settings, and Password & Status in the Reference Section.

EXAMPLES

Theummplﬂﬁﬂhclpwuhmhwwmmmdymﬂm&bhm
will have the information it needs to produce a complete and accurate picture of your financis!
situation. You can use these examples for practice in entering transactions and refer to them
later if you become confused about entering data for a particular kind of transaction.

Keep in mind that the names used for accounts in these examples are just that — examples;
YU can name your own accounts anything you wish. Also, keep in mind that these examples
are intended to clarify the approach to entening information in On Balance; actual step-by-step
instructions are described earlier in this section and in the Reference Section of this manual

USING ON BALANCE

MOTE: You don noed Is procede
20 pmouni with “-" o “+ = On
Balsace witl know sutomatically
wheiher aa smonnm Ehowld by
paded b0 o sublracied rom b

e 'l h.m-__ﬁ_ with a check.

December 10, you purchased an Apple computet system (10 usc in your work 2
h?_;‘u T m-‘mr WP m'h’%jl_mmﬂ\dlctkmmbﬂ
1001, Using O Balance, you would record the transacton like this

Doy | ¢ | Poeedema | P | Accomt | e |
BT | o]+ | Gy | o | 0

The Day, #, Payee/Memo, and A entries are sclf-expl Y.

is optional and indicates that the computer is a tax-deductible item for you
(ﬁgﬁm“muhmhm}hmmwmm&pmmm&
whmnmdﬂhmymmbymﬂnpfmmmem. you
hwmwd&p.aﬁapwhmmﬂmmhkpmmdywmuhgm:‘m
nwnnﬁywmdamumhpwmmmowh&nm the fag(s)
ill appear in the column.

Account account for which mmnduqumnﬂm'm‘;'lf
ywhd&l:e:*dummpzwmad. then Account 1 would have been “Visa,

. involved in the transaction. [t represents where the money in
uﬁmm;"mm.mm moﬂml'n‘.ompum'!yquw,y:;u
mmn'memmd,mmhuMumm(m&u
value that you own). Later on, when you make other compe related s sm"n
1 disk drives, soft ,mJymwﬂladddwmbx:mm nie mpnk
;:xkoidtmpwdum‘oddmgdmmwﬂuhmwf_wmm.w?mmyw
thdWmﬁmn.thmdywrcmcqumwﬂhmimd.

chﬁmdﬁummhmmmchhmedwmmt(dnmm
increase the balance of another asset account (computer) by the same

WZ:WM!:“&AMT&HMHMM&&.
On March 22, you withdrew $40 from your account through an automan te
mdwmw.mn;o.m,mmum transaction like this:

Day | ¢ | PayeeiMemo | Account1 | Account | Amount
B | ATM | cshwiddawal | checking | cash | .

Day, #, Payee/Memo, and Amount are self-explanatory.

i recording transaction involving your checking account, Account 1 is
‘m::mtmm:ﬂ.hémdeman Account 2, the other account Wdu;‘:?:h
wransaction, “cash.” Since cash is something of value that you own, you indicate that
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account you have created is an asset. The effect of this transaction, then, is to decrease one asse
account (checking) and increase another asset account (cash) by the same amount
Spending cash:

What happens if you spend the cash? Say that on the same day, March 22, you spend $30 of

the $40 cash you now have in your pocket on theater tickets. Using On Balance, you would
tecord the transaction like this

Day | ¢ | Payce/Memo | Account1 | Account2 | Amount
2 | | theatre tickers | cash | enteruin R

Again, Day, #, Payee/Memo, and Amount are self-explanatory.

The # column is left blank since cash transactions are not identified by number. Account |
(the account for which you are recording the transaction) is *cash” (an asset). You decide to call
Account Z{Mdlz:mwhmdumhﬂummmq, “entertainment "
When asked, you the account as an expense (since entertainment, like groceries, is
something you "consume”). The effect of the transaction is to decrease an asset account (cash)
and to increase an expense account (entertainment) by the same amount.

Example 3: Transferring money to a savings account.

On 7, you ransferred $100 from your checking
te et iy o s oo e st o
Day | # | Payee/Memo | Accouatt | Account | Amount
7| ATM | uansfertosavings | checking | savings [ -t0000

Day, #, Payee/Memo, and Amount are self-explanatory.

* “"Checking” is shown as Account 1, since that is the account for which you are recording

activity. *Savings” is shown as Account 2, since that is the other account involved in the
transaction. The effect of the ransaction is to decrease your checking account (an asset) and
increase your savings account (another asset) by the same amount.

Example 4: Charging lunch on a credit card.

On Navember 11, you used your VISA card to pick up a $35.67 tab for a business lunch. Using

Day | ¢ | PayeerMemo |u|m:|m:|w

1 | Ilwnd'lwidaCszml t | Visa | entertain | 35.67

Dly.' 1A '““.. -w

column is beft blank since VISA transactions are not identified by numbsr. Since you
hlha:ndah:m&mummuméanwkmm.
*¢* in the Flag column.

¥ Account 1 since the transaction you are recording is  charge on
B b o
udwmm«nab,m.wdmumn{mp‘d‘ l_grtumyw)m
lunches, i create a separate account speaincally for lunches.
Mdmm:wmwmmuhwﬂuﬂmmmm
) by the same

{-'—v
hﬂ-!hsd'qﬁnﬂ-ﬂl-lmuﬁ(ﬂﬂ‘m

Mﬂubﬁmnddwwn&awwmmm
debt On December 5, you mail VISA a check, #202, for $27. Using On Balance, you would
record the transaction like this:

Doy | ¢ | Powbdeme | Aot | Aoy | Amomt
5 |m |V | checking | Vi | -
Day, #, Payee/Memo, and Amountare self-explanatory.

“Checking’ Avtint that is the account for which you are recording the
Mm;mﬁwhﬁwm isd‘wnlim

2 The effect of this PR your --‘m(mmﬂ}
your VISA account( abilty) by the same amount

; of your VISA card debx, be sure to record the

o i o B s,
have not peeviously entered in On Balewce). You would record  $5.42 interest charge
your VISA card statement like this:

Day | # | PayeeiMemo |n-‘|nm-1|mm-3|w
5 | | cernchaged | ¢ | Vim T e

Day, Payee/Memo, and Amount are self explanatory.
hh#mﬁmmm‘hﬁwhﬂﬁ.ﬂywm&&nhuﬂpn&m tax .

account named “interest’; you <t
m&:m the balance (the amount owed) of your VISA account (a Liability)

Mﬁnwmmwmwmi-
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Another approach:

If you don' want to record a transaction every tme you charge 1
you can use an alternatrve mwﬁhmmugmﬁmﬁm
statement to update your records. For example, statement for Jely showed o
restaurant charge of $56.20 incurred on July 27 gﬁ:mmaﬁ!uﬂ!wﬁn
Vancouver) of $220 made on the July 11, and 2 monthly interest charge of $8 90. Assum? that
you received the bill on August 5 and are immediately paying § 100 toward setding it with a
check numbered 2096. To enter all this information in Ow Balance, you wall need 1o
enter two separate transactions: one for the month of July the charges on your VISA
card saatement (using *VISA" as Account 1) and one for the month of Augwst showang your
payment of the VISA bill by check (using *checking” as Account 1)

Bmdnmudwnhm like this, using a split transaction to show the amount of
each charge plus the total amount:

Dql# |hp-mn- [m]mt|m:|m
v Visa: Chez Rae Visa enteram 5620
ticket to Vancouver Visa travel |
interest charged t Viss interest

Now, record payment of the VISA card bill by first 0 (either by
Mh,:;mdl i unmzmu;m
@ -> to go forward one month) and then entering the transaction like this:

Day | # | PayerMemo | Flag | Accountt
5 | 6 | Vi g | checng | Visa [ -10000

The first transaction records all charges to your VISA account and them where they
belong in July's records. Recording transactions in the month in they occur s important if
you want O Balance to produce such things as an accurate Net Income report. Using a split
transaction allows wmw:ﬂ&wwhmmaﬁlm
lets you enter the date and transaction number only once, you cannot show the exact date on
which each charge was made. If the exact date is not important for your reconds, thisis 8
convenient method of tracking credit card charges since all you have to dois enter the
information from the statement when you receive it.

The second transaction is a straightforward record of payment using your checking account

You donot have to enter a separate transaction for interest on your VISA card balance since you
took care of that as part of the first, split transaction.

Example 6: Paying a utilities bill _
On January 15, you receive a bill rom City Gas & Electric for §76.1. You pay the bill

immediately with mmmu—;mu—,mwummumm
this:

D"l' |I'qunl-n ]Am-ll ]Am-tl lam-
B | 78 | CoyCubbkeanc | checkng | cat | e

Day, @, me.nd.\mnmth

F 4 O erouany (am aasst) and your
[hm‘ lw:‘! Y L L
gas and elecenc account (an expense) by the same amount.

Example 7: Making » payment oo a mortgage or other loan.

of interest, taxes and
Mwwm-ﬂcnﬁﬁdw nnmd. s
that monthly payment
mWnWHMQWQthw.EMm&a
Jy $1000 . during one month the nterest may account for 675 of the
1mwmuupumwmhwm.umo-m.
how would you record these transactions?

oy should be sure tocreate an
First of all before entering, 2 B,y
m;dmdlmu:rwda hoeme (an asset) and a comesponding bability

account that shows the amount on your morgage. You could call the asset account
‘Hm'::dth:l:ym'm.'rmwmmuumu.mm
Accounts in this section o A in the Refs

of
have created these accounts, there are two ways to the problem
Once you “MOM s to calculate and record mdwhm&d
principal and interest for each month. bhwﬁﬂﬁw'q““‘““::‘f monch
m-wum1mmqwmm'd‘d&h homelosa’,
*interest” , °t ',I'Il" * as Acco “ml' wﬂﬁxtﬂns‘z\mﬂ
g"ld’f xd&zye::qnﬂm ) and how much interest you pad

recond the entire p.m(mthupm‘m
e e month, eaing i 4 gl expese. Using this approach e
transaction you enter each month would Tike ths
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You attach a “tax-deductible” flag to the transaction because partof the payment (the interes;
andtaxes) s tax-deductible. You specify *checking” as Account 1 because that is the account for
which you are recording the transaction. You create an account named “mortgage” (an expense)
and use it as Account 2 to show where the money in the transaction is going

'I'hen,auhcmdo{ﬂuyn:,wdnnywmiwamwmnt&wnlhbank;wu‘ywdn
mwwmmmhwwu,mmammwﬂn&m:h
< from your mortgage account into sef accounts for *homeloan” (prncipal),
“interest”, “taxes”, and “insurance. If the statement you get from the bank indicates that out of

the $12000 you made in payments, $3000 went toward the principal, 6000 was
mm,mmlwudum_mdlﬁIwaorlmurme,&nummmymmm
would be a split transaction and would look like this:

Day [ ¢ I Payee/Memo I Flag l A 1 l A 3 J A

. principal mortgage | homelosn | 300000
mortgage interest t mortgage interest 6000.00
eIy iases t | morgage ’ taxes 250000

Wmmumhuhwmmmmuhmmmud'w'
hnmmjhwhudﬂrmmu.meﬁmhummmmwm
Mm%y?‘uhmum{mm]bymMumme
expense) by $2 dmmmwmwwmmm
m(utnhhy)hdem:dbyduﬂ[ﬂhwuﬁpdmmi

Other loans:

Otherloans in which part of the monthly yment is for principal and part for interest can be
hlndlcdin&cumeway.fwudmf&mﬂmm

You start entering transactions. For + for a car that you are paying off, you could set up
an asset account named *auto” to show current value of the car, and a liability account
named *autoloan” to show the amount you still owe on the loan,

Example 8: Depositing a paycheck.
Onlhcﬁdwfdammnhywnmiwdmmhzwwhch deposited into
m;.l&d:iummhm pay was §2134.16; your uiz-lmplyy?ul&r&mf&mry

Mmhmmwmmﬂmdw!wﬂﬂﬂ‘ Od&lhm,l
you would record the transaction like this: i

in by pressing S for a split transaction; when asked for the it total, enter the amount of
hﬁ_mwmmmdumm :
information:

enter the following

[ USING ON BALANCE

WOTE: in this e comple lncome
taxes withhold irom yoor
| paychect arv iresied #g oo ex-
pense. Al tax time, i pou noed 0
[ pay dddiions! lares poy wosld

Day | # | Payee/Memo Fag | Account! | Account2 | A
t checking y 213416
g i m«mu: t cheching gl"}'-llrpl 06
HCA (Social Secunty]  t checking HCA 148.50
SULE INCOME tax 1 chu:mg SIT 4[2%
isability het insurance :
$ R s g Total 1649 34

purpose transaction is o correctly enter the deposit of your take home pay into
y;ruhdukmgzoﬂumm.udﬁknﬂwumumIlécpmg!:_rackdyourgtwpayand AR
expenses that are deducted from it. Using a split transaction allows you to acccomplish d‘z!
atonce. By entering mduhhmmudnsplnmnlbdoubepmrxgmw
individual items in the transaction, you can be sure that the correct amount is credited to your
dn&ngxmwmply:hchummﬁnmma_pmoddmpm_ywﬁ;uy
want to set up this record as 2 recurring transacuon. (See Recurring Transactions in
section and in the Reference Section)

i i that is the account for which you are recording the deposit. In the
mm.;ml“&d;::;ﬁwmm; (an income account), FIT, FICA,
SIT,and (all ). The effect of the transaction s to increase
mmﬁﬁqwhmm-mwmu\dmm the other
accounts involved in the transactions by the amounts specified.

Example 9: Buying and selling stocks or other assets.

When you purchase stocks or other assets, you transfer money from one asset account
l[s:!|-eo:lci|:g‘|,'|:‘:|-riugmml'l.m:.]laolrmt-mnsem:r.mmm[mum.’nu.bomh,|nﬂ-mlr)nnvu.lemnme,:::;"._z‘l
Using On Balance, this is how you would record the s¢ of $1000 worth of common
Hﬁmmh}pﬂdhmﬁwl&d\ddnmnd!\mdadmknumbﬂllﬂ

pressing the
§ for spli ummunnudmuhdiuﬂn t total enter the amount of

Day l ’ | Payee/Memo | Account 1 1 Account 2 | Anm;
common stock purchase | checking I siock 1000
T; |z144 | s checking fees L
Day, #, Payee/Memo, and Amount are self-explanatory.

Account | is *checking” s i btdrnudbydwdnhduhmnlmumng
mw:;mmﬂ%m‘h'mmj.md&adum;’
:deﬁw'mhmwsm?;mgzdhmmm

primsietes w";"a'-“" f ﬁmmmmmmwm'
from one asset account to another.

mhmmmm&mmn«mwmammu
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apprecation, etc. If you later sell the stock at a profit (or loss) you will have to note the capital gain
{or loss) in a separate account.

uﬁmuawm&bﬁmmMMthﬁﬂimhnm
day of the month for §1500. You pay a 75 broker’; fee, s0 your net depositis §1425. Using O
Balance you would record the transaction like this:

; ing’$ fora spit ransaction, When ssked for the e amaimtofth:
et e

Day | # | Payeememo | Fug

11 | Dep | saleofcommonstock checking stock , 1000.00
capital gai checking 500,00
wu::u. i checking Z"‘“ ‘g%

Account I is “checking” since that is the account for which you are recording the deposit. For
mzwmumhumr' from or going to) you
md&in:wm'ﬁhmmﬂ'qﬂ'hmmd,
and “fees” (an expense account). Since you entered the split total first, On Bakance will

deduct the fees amount from the amounts deposited into checking from stock and capital gain

The effect of the transaction is to increase checking account (an asset) by $1425, to
decrease you stock account (an asset) by $1000, to increase your capital gain account (an
income account) by $500, and to increase your fees account (an expense account) by §75.

Had you lost money on the stock, the procedure for entering the transactiort would be the
same except that the capital gain account would be replaced by a capital loss account (an
expense). -
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4. REFERENCE SECTION
ABOUT ON BALANCE
Select Abowt On Balance from the 557 Meny.
b mmmwpmmn:o.wmmmw

author's name, the names of other individuals invoh dinms P copymight notices
and the version number of the program you are using

‘What s an account?

uwnmmuwmpmdmmmmmww
mixch money you owe, of where your s coming from, and where itis going to. All
accounts can be classified as either assets, , INCOme, Of EXPEnses

Aasset and liability accounts (such as ymlch«mumulmdit card account) can be
thought of as reservours of money — either money you own ¢ money you owe. At any given
titme, you can measure the level in yout moncy reservoir checking the balance, in dollars, of
an account. The level of your asset and liability accounts a3 money is either added or

lmwundmmmmmlﬂwhk!&uuﬂumﬂmmwhd«m
stubs and receipts. Money s not added to of subtzacted from these accounts; rather, they are
m»wmammm-mmwm it 15 going to. Examining
these accounts gives you 3 picture of your cash flow

With Ow Balnce, you can create as many as 200 accounts. You can have checking, savings,

da&dmmhmﬂwd&dﬁ.hm«
from a small business, accounts for your household, and b p and
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For details oa bow is eater 8 start-
ing balsace. see Starting Bai-

‘mmce ia iy Aederesce

Soction

%0 0n. You can further define your accounts by assigning them to groups, such as own
p | income and exy your spouscl p 'umudwndy:gm
income and expenses

You can create accounts either as you need them, while entening transactions in the Regist
ot beforchand by selecting from the Accounts Menu G

Creating Accounts While Entering Transactions in the Regi

When you are entenng transacuons in the Register, W&Eﬂhﬂrﬂ[mmhnd
Account 2. Account 1 wall hkmawm which you are recording
the ransacoon (if you are a payment made thwﬂ’dukag‘,
you are recording a credit card purchase, Account 1 will be your credit card account, and so on)
Account 2 is the other account involved in the transaction. It represents where the money in the
transaction is coming from or going to. Account 2 can be either an asset, liability, income, or
expense. To create an account when you are prompted for an account name in the Registet:

 Type in the name of the account you wish to create (using no
mote than 10 letters and spaces) wh P 'wt:}"
30. Press Return

® Answer ¥ (for yes) when asked ilywm‘wm.lmw
account.

® Specify whether the account represents an asset, liability,
income, or expense. Press Return.

® [f you wish, specify the Group in which you want the account

o bei This stepis For more
information see Groups in this Reference Section

Creating Accounts by Selecting Add/Edit from the Accounts Menu:

Creating accounts through the A M chthe same as creans while
entering transactions. For full details see Add/Edit in this Reference Section

=
Change Group

de'}ni'uum?uh:“
SAorge e Aomany Sy

ACCOUNTS REPORT

Select Accownts Report from the Reports Menu.

Accounts Report is 2 way of viewing of printing information about one or more of
accounts. When you select Accounts Report, a dialog box Mﬂn&ywwmmd-ufdb’aﬂp:;

Enter Acceunt Name, Group Name, or Type. If you want a report on a single account,
mﬂ“iﬂ.ﬁmmhmﬂhm&mnnmﬁu%w
enter the name of that Group. If you want the report to include all accounts of a particulas Type,
such as assets, enter the name of that Type. Leave the box blank if you want the report to

include allthe accounts in your data base,

Beginaing Month. Enter the number of the first month to include m cakculating the account
balances. Month | will be January, 2 will be February, and so on

hﬁmmhwmtdwwwmmh&muhhw‘hmwm
balances Mhmwmmﬂhmudhﬂdmmuh}

Year. The assumes you want data from the data disk currently in use. Changing the

mﬂh%mmmmmhmm.mhmn

restart the program.

Screemor Printer. Select *Screen” to display the report on screen. Select *Prnter” to print the

uymmm.ﬂnkmbﬂmmmdumdmm&kn'may’whnm

are

Ndmpuymupunwiwy.wmwhﬂhnmdmw«hm.
Screen:
lyudnnnmhmum&l‘huddywhw»
and budgeted balance for the the space bar to see addinonal
choices.

Actual va. Budget and Distribution. This option wall show you the
dﬂemhmmmmﬂhhmndmh@udbﬁnmnhﬁ
dollar amounts and percentages. You will also see what percentage each balance

for withun 1ts account type (¢.g., your savings balance accounts for 10%

accounts
of the tocal of all your assets).

Bar When you choose this you will sec honzontal bar graphs
Ml:ﬁmuﬂhdlmnmdw balances

Memos. When you choose this opo you will see the hirst line of information
from your account memo along with the account.

Printer :

1 vou chose to print the report, an Account Pntout dialog box will appear
a\mwﬂ?mﬂlqummwhhbm.m' the space bar to see your choices one by
one.
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Actual vs. Budget & Distribution

(For more information see descriptions under Screen above |

Account Memos: No Account Memo
Memo Instead of Name
Full Memo
Abbreviated Memo

Page Eject: Eject
No Eject

Ifyou select Eject, the page eject will advance to the end of the final
printed page when the printout is complete

Ifyou select No Eject, the page eject will not advance to the end of
the page. This is handy if you want to print several short reports on
one page.
Copies: Enter the number of copies you want printed.
You can enter any number from 110 99.

ADD/EDIT

Select Add/Edit from the Accounts Meny.

Add/Edit allows you to create accounts. It also allows you to view and edit them_ Use this
command to view and edit accounts created while entering transactions in the Register as well
As_thmauud:hroughdemmMcuu.lenywﬂuW’Ediu«ommndbahms
will be shown as of the current month (that is, the month you specified when starting the
program, or the date of the last transaction entered, whichever is later). The date will appear at
the top of the screen. To view other months, press ¢3-< to go to the previous month or
@ -> togo to the next month.

REFERENCE
SECTION

by cash
pint checkiny acct A1106 WIM

t o
Bavings acct (1R 1913
iy of oy Broderbund Libeary
ann Stock

The top of the Add/Edit Accounts screen shows what kind of accounts are included, plus the
month and year The left side of the screen lists the names of the accounts, classified by type
{asset, liability, etc.) and group (if any), followed by the actual balance in the account (the
balance includes all transactions recorded for the month shown), as well as the budget, if any,
for the account. The right side of the screen normally shows the first line of the account memo,
if one has been . Information can be displayed on the nght side of the screen in several
different ways. See Screen Formats in thus Relerence Section tor more informanion.

Creating Accounts
Create an account by responding to the prompts in the bottom section of the screen.

© Type in the name of the account (using no more than 10 letters and spaces). Press Return.

® Specify the type of the account (asset, liability, income, expense, o miscellancous), Press
Return.

e e

® Enter the starting balance for the account Pwhm_(}e:rm?dymmmhhhq

accounts will have starting balances. For more inff
account’s starting balance, see Starting Balance in this Reference Section.

© Entera monthly budget amount for the account. Press Return. This step is optional. For
m:iumﬁmmu;uhhm;nbmmminmk&wm&m
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on-screen cakculator. See Calculator for
* Add an account memo if you wash. An bbe used to sore additional { éC wlulﬁc'*z:ﬂl e
information about the account. You can include any information you want. This is a o
place to note a checking account number, the phone number to call if a credit card is stolen, I Aa-p Delete Character. When editing text, deletes the character
" , located at the cursor
Editing Accounts . End of Data: Mowes the highlight box to the last tansaction
»- 0% Mhomuwhmnahdm.
“n':-lllh::b Mmm to edit an account name, the budget amount for the month shown, and St "
Ghaage se sccoea() lype. siacting memo. items, use the arrow keys to move the haghlight box to the List Groups Displays a cutrently defined AAMES.
R wish to change. i g i thus command is ustd when you are being for a growp
Type Starting Sotence _ name, you may select a group name from the screen and press
-l- ..:—. # To change the item in the bax, simply type in the new name or number. m*mmdkmdmunlyad-
# Todelete an entire account, press ) -Delete. You will be asked if you are sure you want to
delete this. Answer Y (for yes). Aa-H Hard Copy: Prints a copy of what is displayed on your screen
exactly as you see it
Before deleting an account in this way, see Merge Two Accounts in this :
Reference Section. Using the Merge command is a much better way to delete an account you (P ] Jump to Day or Account: Use this command when in the
have already used for transactions; when you use Merge you will not run the risk of losing all Repster to jumg to the nearest transaction foc any day of the
the financial data relating to the account. month you specify. If you use this command while you are
of editing accounts, using Add/Edit in the Accounts
* Toedita memo, move the box to the right side of screen. The memo for the account Menu, you will jump to the entry for any account name you
line will appear. You can then edit the memo using the text editing commands. | ify.
Exit Add/Edit by selecting *Okay” (from the bottom-left comer of the screen) or by pressing | M Menu: Returms you to the Main Menu. (Saves any changes you
hudyn-zhuﬁﬂuhwwlh-dm. " 9 have made ) L3y
Note Pad, Calls up the Note Pad When you ase done using the
APPLE COMMANDS o B e outoe v s i actis and e e
MOTE: The Contral. ~ O Balance features a number of commands that shortcuts the MMF::‘;“‘.*J:: I Mhnnw
-y a YOu can use as notes. See Note more on using 3
wxod instesd of he ) boy. program. To take advantage of these commands, mdhmk(dmm
cither side of the space bar in combination with the indicated letter, numbet, or special a-0 Okay: Confirms that the information in a dialog box or on screen
character. 15 correct, and lets you proceed
Many of these shortcuts let you access program features without having to leave the screen P Print. Prints out whatever you are working on. If you are entenng
you are working on. Most of these *pop-up,” overlaying the current screen. When you are done ¢ ransactions in the Registet, €) P will pnnt a list of all your
using the feature, press Esc to retum to your oniginal screen. current transactions, if you have asked for a list of accounts,
| & -P will print out all the accounts listed; if you have initiated
Anumber of the @) commands are scrolling commands that make it possible for you to | 2 search for transactions, € -P will pant out all the transac-
move quickly and easily through information displayed on screen. - thons found by the search When you press € -F, a dialog box
| will ask how you want the printout configured. See also
. ] | @&-H Hard
a-A List Accounts: Displays a list of all account names you have kol
created. If this command is used when you are being promped | a-a O\tl.mywhn&lhwndmm or
for an account name, you may select an account name fromthe | create a backup of your data disk. See Quit for more .
screen and press Return; the account selected will be entered
W a-R Recurring Transactions: Activates the Trgger Recurring Transac-
tions command. See Recurring for more
a-B Iﬂd&umhwm»hﬁmnﬂw-
4 tion listed in a register, or the first item in a list of accounts
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4 -Tab

Save: Saves your data to disk. Use this command often to prevery
acadental boss of data Be sure to save before ofl your
computet S«Odtfum&mkmhmdwgi)-hm ¢

progam

This month. Retrieves and displays Regster for current mont,

Mmd*um«dwhmmamw

Verbatim Character. Lets you type in pans of panter control

‘"dﬂfﬂthil&t}ﬁmmng;’mk indirectly
each

from the keyboard. Be sure to press €3 -V
character that 1s not umply a letter or number

wm.cbmﬂk'mw'mm
s“s“m'ﬂ-lhmhhmmmmm

Delete ltem: Deletes an entire ransaction, account, memo, or
page in the Note Pad.

hl't:f w Retrieves and displays the Register

Cotothe Previous Month: Retrieves and displays the Register for
the previous month

Up a screen: Scrolls up one full screen of information.
Down a screen: Scrolls down one full screen of information

Far Right: Moves the highlight box to the far-nght side of the
screen or editing area.

Far Left: Moves the haghlight box to the far-left side of the screen
of ediing area

Coto Beginrung of Data
Goto End of Data:
beginning and end of the data
Goto Entry Line: Moves the highlight bax to the entry line at the
bottom of the screen, where new transactions can be recorded or
new accounts created.

Move Left One Entry Area: In the Register, or in an entry
window, moves the highlight box one entry area to the left (Tab
by itsell moves the hu box one entry area to the nght )

Help: Provides help with using the program. Pressing &-1 will
call up the Help Index from which you can choose any topic

the highlight box between the

D e T LU —

—

BACK-UP
For information on how to make a backup copy of your data disk, see Quit
Forinformation on how to obtain a backup copy of the U Bakence program disk, see Backup

Information at the end of this manual
-

BUDGET
Select Budget from the Accounts Meny.

Imdwlym to create of view a year's month-by-month budget for an account. When
you Budget, a dialog box will ask:

For Which Account: Choose the name of an account you have created and press Return.
Select *Okay.” You will now see the Budget screen

}EIE MmN ne " S 4

ow

Press ditte (") ta revnat meld

5

The name of the account will appear at the top of the screen. For the account you will see the

actual balance for each month, the monthly budget (if you have created one), the dollar
difference and the percentage difference between the actual balance and the budget for each
month. ‘

Year-to-date values for the balance and the budget as well as the monthly average for the
actual balance are shown at the bottom of the screen.

Tocreatea simply edit the Budget column, using the arrow keys to move the
highlight box to item you want and then typing in the amount you wish to budget for that
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month. (Hint Pressing the = key will the amount from the [ [
$ previous month into the ® Tooperate the calculator, the keys on keyboard that correspond to the numbers
e P e e R ’ ! and special keys on the .u-n&phw;mmmmmwml
m.m{-}fumw(ﬂhdﬁm (/) for drson, and astensk (*) for
When you have finished budgeting, select *Okay.* The Budget dialog box will appear multiplication
mﬁ:mdd‘mnkxﬂmmh At this pount you can select Okay to work I |
account, you can enter the name of another account to work wath, or 'Todd.s&um.mom,umm.wmnmbn.duwuum.nimmu-
Esctoretum to the Main Menu ’ e | | - c.llugn{+.~.‘.ﬂ‘lrdmmm,ﬂﬂﬂuﬂwﬂdwtqudim{-}.Tocnlud\cwm
e ol \ duphycd(l!mulhdupihukdﬂwhmp\lmhnrgpmmwdfmnumbﬂ].
| L] press Return
Accounts Report | Y
Add/Edn I o To clear the calculator, press lfyw-hnmm:\rwrgmmumknwdwkh
ﬁz‘“ﬂﬁw-whmm | arrow key to delete
Netincome 3  Tostore a number in the calculators memory, enter the number and press S
1 press S (for store) To add
Screen Formats - Accounts Screen = a number to the y, enter the numb pvwhl{!umwy],d\cnphﬂﬂ.‘[o
wwmammqunhmhpmndwnmm(-)
CALCULATOR i . Touﬂnmbnbundgukﬁm‘my,ml
wrlﬂhﬁ*h.“ |  Press N to negate a numbet
' ® When you are done the calculator, Return or Esc
O Balenc offers  pop-up Calculator that ks you do mathematal - ' 9 - i
wwmwmmmwﬁthm&ﬂnmhmmdwmw |
%(«rc%md.Mdmmm ] CHANGE GROUP
whatever 15 on the screen | by are o " 3
in the calculator's display panel VR, oo e o ' Select Change Group from the Accounts Menu.
Chl*ﬁbqlhmywmmﬂnmmnlymhawmhmxcm
uwaddap:mampmum[ywhmhlmdymn&m When you select Change Group,
a dualog box wu.mfamcmwumywwmtowrkm Type in the name of the
w:aurumdpm:kmmwmwhmlmmmmnappm{nfm
ym:phub«nlu@xd.#\ehmwdlhbhnkj.Tytnndkmmcldwgmpmw&ushyou
want to assign the account. When you are done, se! ct “Okay. "
H 1 O
::t ! | MOTE: Changing sn sccown rom hucp:mp'
s
e LRCEEE Cash ! ---‘_----m':‘. -
. = 3 . accown shouid ba sbvi- Select Change Balance Accounts Menu
il LEERR@ | UII;H.:- o Type/Starting from the
. : Mlm?nﬂﬁa Type/Starting Balance allows you to an account from one type to another
| Meme Fimsnce lor mere informa- (from a hability to an expense, for example), and/or to the starting balance you entered
o 04 secoser iypes. for that account. ]
|
mmmmmm,.dqumwnmwwmm
T i dhm_wwmmmmmmwwnmhﬁmbml
RN o
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account will be displayed Enter the new type and/or starting balance. If the account is inchaded
on other data disks, the prog ill prompt you those disks so that the corection can
be made in all your records.

Seealso:
Accounts
Merge Two Accounts Together jud
Starung Balance ;
CUSTOM SETTINGS
Select Custom Settings from the Cusiomire Menu

Custom Settings lets you customize On Balamce by changing the default {or preset) setungs
the program uses.

When you select Custom the Custom Setungs screen wall appear. Use the armow
keys to move the highlight box to the seting you want to change. Press the space bar to change
the setting inside the box. When all the settings are the way you want them, select Okay

Display: Black on White (defauk)
Whate on Black
® Changes screen display background
Sound: Sound On (default)
Sound Off

® Tums waming sound used for ermor messages on or off

On Start Main Meny
Up: Enter Transacuons

® Determines where On Balence will take you when you stant
hprm.lf,mnpmiyhmmnpdudy‘ to the
Main or to Enter Transactions, the program will use the
Latest date entered in a transaction to activate the waming for

recurming transactions.
Point Automatic 2 Place Decimals
Entry:
# Sets the decimal point in numbers.

Manual Decimal Point assumes you will enter the decimal
mm?qhm,ﬁmm&mﬂdd
it to the end of your number. If you type 4, for example, the
::I‘nmwiumﬂy adecimal point and two zeros to

J

it

i

Automatic 2 Place Decimals assumes that, unless you have
typed in a decimal point, you want the program to insert one for
Tewill insert the decimal two spaces to the left of the last
n your number. If you type 824, for example, Ow Bulane
wall msent a decymal point, the number 8 24 1f you rype
6, the program will make the number 06

2 ot More Accounts (default)
1 Aceount - Single Entry

® Determunes how many accounts are prompted for while
entenng tANSaCUONS

1 Account - Single . Only one account name can be
entered for a ransaction. This makes On Balence work much as a
simple checkbook register does. Choose this if you dont wantto

keep wack of income, expenses, budgets, etc
2 or More Accounts, Lets you enter two account names for
each tansaction (and several for split transactions). This is the

recommended setting for getting the most out of Ow Balamce
Choose this if you want to be able to keep track of income,

expenses, budgets, et

Ask for Flags (default)

Skip Pags

® Determines whether you will be asked if you want to attach a

flag as you enter a transaction (Ask for Flags) or whether you will
not be asked (Skip Flags)
In any case, you will not be asked if you want to attach

unless you have created them. For more details, see Flags in

Show Message (default)
No Message

# Determines whether you are told (Show Message) or no told
(NoMessage) when a recurning ransaction is due to be tnggered
For more information, sce Recurring Transactions

in this
Reference Section.

® Determines how your budget is set.

Set Manually means that you will have to set your budget
balance for each month
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&uu?ﬂvﬁﬂuﬁm&mwdﬂmwﬂl

:tt:mmﬂymm budget to be the same as the budget for

Mulahmdhﬂoukhﬂhmamduulu

will automatical
s hal.am"zx yaubudgnuhcﬂn umcnthegm!

See also:
Password & Status
Printer

Screen Format

CUSTOMIZE
Customire is 8 Main Menw item.
This menu includes:
Screen Formats
Printer Setup
Custom Settings
Password & Status

Thcwu&ullhmmwnmuo-&kmmml own needs.
this menu, you can change the program's default (or T{:w <
allows you to create a password and to check your hmm

See also:

Custom Setting

:a_uword & Status
rinter Setup

Screen Formats

DATA BASES
See:
Backup Data Disk

Start New Data Base
. Switch Data Base

DELETE
Use the Delete key to delete by backspacing over text.
Use C-Dto delete the character marked by the cursor.

Use C-Delete lo delete an entire transaction,
pad entry. accouni, memo, or page in a note

using
Customize Menu also

|

T e e S

¥

SN s S

RV

e

To delete an account it is best to use the Merge Two A Together ¢ d on the
Accounts Menu. This ensures that no important financial records wall be lost and that all
balances will be stated correctly.

oy

See Okay and Quit

FLAGS
Select Flags lrom the Transactions Menu.

Flags let you keep track of items that belong together, but are not all in the same account, type

or group — for example, you can flag transactions that represent tax-deductible items. Youmay
create up to four different flags. The first letter of the flag name will appear in the Flags column
of the . Flagged items can later be called up and viewed using O« Balance’s Search

Creating Flags

Tocreate flags, sclect Flags from the Transactions Menu. The
ﬂ&z‘bupmywmwtymmmwmu{em .Tocreate a flag, simply
type in a name for the flag 10 10 characters) and press Return. When all the fags you
want have been defined, select tﬁlﬂ’&y

dialog box will appear The

Important: If you create more than oneflag, you will have to use flag names with different first
letters. This is because On Balance wall use the first letter of the flag name as an abbreviaton in

the Flags column of the Register

Using Flags

enter a transaction, you will be asked to indicate which flag(s) you wish to
luvu to the ransaction record (if you have created no flags, this prompt will not
appear). Type in the first letter of each flag you want and press Return (if you want no flags,
simply press Return).

Sec also:
Custom Settings
Register

Search
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GOODIES HARD
- Press O-H.
Goodies Is a Main Menw item. This menu Includes: L7
Fe Oﬂkuympnﬂo\nunwdwh-ﬂﬁuhphyrdmwxmcmlyamwm
Calculator A€ i Everything will e printed, including menus, boxes, prompss, tc Before pressing G-H, be
Not Pod a-N . - & mwm“wm'mm:mww:m:umumr
List Accounts aa 1184
List Groups a6 LT, HELP
The Goodies Menu provides tools you can use from anywhere in the program. These tooks 1 whgmu K Mene o0
'g‘?.'mﬂl : d'&mondmhymmwhmm mhukiod:ym . Press O-
leaving the original screen intact. The tools on Menu can = ; e : i e
up by © commands This means you dont have to g0 to the Goodies Menu each time you & Sy “a.;’uﬁfmmm%.mm
mwmamd%ywm&.dmamtm&wmwmwm w orpress O-l. -

0 *m“.%mmwmﬁﬂm-ﬁwu

See also: :
Hard Copy ! = LASTYEARTO THIS YEAR
e : Select Last Voar te This Vear from the Accounts Mess
List Groups ;
Note Pad i o This Year establish a information from last
GROUPS l-cculh*. Mmmmwmwﬁmhzummmhmm
; mdﬂbﬂﬂmm,’uuhum”umm .
Muﬁhyﬂhﬂpttuhmmddﬂuhﬂqlﬁma space
Groups are prompted lor (and created) while creating accownts. ! bar to toggle between the chaices. i
1 Ar
Groups are special categories to which you can assign your accounts. They are 2 way of § hmmﬁmmug;mmhmm ye become
indicating some logical relationship between the accounts. You could, for example, assign all ooy
business accounts to a group called *B * Home exp could : The of for each month last year will become the budget of the
assigned to a group called *Home ” You might also find it useful to assign indidual credit card l-dw;mw *:pm
accounts , MasterCard, Sears, etc ) to a general called *Credit.” Group assignments

are also a good way of distinguising your income and expenses from those of your spouse

Whenever you create an account (whether in the Register or in Add/Edit from the Accounts
Menu) you will be given an opportunity to create a group and assign the account to it, of to

: " " the
When made your choice, select *Okay. “Follow the on-icreen prompes to insert
wmdfdh::\\ﬂﬂ process is complete, the Accounts Menu wll re-appeas

-

assign the account to a group you have akready created. LISTACCOUNTS
: . . foi Goodies Mens, or
@ To create a group, simply type in a group name when prompted to do so. Press Y (for yes) . Select List Accounts from the g
whn-hnr;;umwmawm 2 i Press GA
i : s . " . (asset, liability, income
Once you have assigned your accounts to groups, you will be able to review your financial ' mmww'hdqwmmhmiz,

' records by group, using the Reports menu or the Search feature. Ow Balence allows you to (8 “w“"'dl“m",m':,mmmmmxrwy The
create up to 23 groups per data disk. | m.,::?m“ nmumwmmﬁm::“**‘{;"“
&mmmwhumﬂum&qhhm i Mmﬂumm:mx mermywm
A press Return to select.

Add/Edit £ :

Change Group .

List Groups ¢ o

Reguster | 4
A
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LISTGROUPS

Select List Groups lrom the Goodies Manu, or
Press -G

List Groups gives you a list of all your groups. Using ©-G to accews thas feature s »
mhhwym”lnmmwmammﬂmmhm
groups you already have The list wall *pop up,” overlaying the screen you are working on
You can then view the list (pressing Esc to go back when you are finished), oc, if you want,
respond to the prompt by selecting a name directly from the list. Use the amow keysto
haghlight the name you want, press Return to select.

MERGE TWO ACCOUNTS TOGETHER

Select Merge Two Accounts Together from the Accownts Meny.

Two Accounts Together kets you merge two Thus is useful when
you no see a need for two separate accounts. (You might, for example, decide to merge
an account named “movies” into a more mnnd'm‘}fn-x;‘
both accounts must be of the same liability, income, or expense). When you
Merge Two Accounts a ot will ask for the name of the “Account to be
eliminated” and name of the “Account to merge it with * Type in the account names. When you
are done, select “Olay.” The program will merge the accounts.

NET INCOME

Select el income from the Reports Menu

Net Income gives you a quick picture of your cash flow situation. To your netincome,
On Balance wall subtract the balance of all your expenses over a penod of time from the balance
of all your income.

When you select Net Income, a dialog box will appear. Enter the beginning and ending
month and the year for which you want a report. You can then choose to have your
displayed on screen o printed out, Press the spacebar to toggle between *Screen” and * i

Screen:

1f you choose *Screen,” a Net Income screen showang balances and budget amounts for all
your income and expense accounts will appear. Your net income for the ume penod covered is
shown at the bottom of the screen. See Screen Formats for information on other data you can
choose to have displayed.

1f you choose *Printer,” an Account Printout dialog box will appear. Be sure that your printer
1s turned on and properly ted to your computer. Then answer the questions in the box.
hmdmmtmummmdnmudmrmhwm
bar to see your choices

— — —
et

What to Show:

Coples:

By Account (default)
By Month

Account. Gives youa with data organized by
'n'm\uudm m« time penod specified

ly“ﬁmymammﬁmmwm“dw
month, not by accounts or account types

m“-' H%:nﬂul::w

Balance Balance only

S e
e

Bar Craphs

 Balances for each month are shown separately

Cumulative Actual vs. Budget
Cumulative Bar Graphs

@« Adds month 1 to month 2, month 2 to month 3, and so on.

No Account Memo
Memo Igstead of Name
Full Memo
Abbreviated Mema

Nobee

S acheet °E: -“mmwwmmmmddﬁn
ﬁmmmhwmmpht
lEyouselect"No Eject,” the wwﬂmm:ﬂﬂum‘l
J:”_m'.M' pumwmmmulum
FEpOITS ON ONC PARE.

Enter the number of copies you want printed, You can enter any
number from 11099,

. ' < . Net Income
When made your choices, select "Okay.” If you chose *Screen,” your et
mwﬂ?uwh.:whmiywcm?ﬁmn'mNﬂhxwupoﬂmﬂbepnnud
out.
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NET WORTH
Select Net Worth from the Reports Meau.

Net Worth lets you know what you are worth (fmancially) at any gven point in time To
determine your net worth, Un Balance will subtract the sum of all your kabuities from the sum
of all your assets. You wall then know what you are worth as of the date specified

When you select Net Worth. a dialog box will s for the followsng information

Group. This item appears only if you have created groups. To get a net worth report on a
particular group of accounts (your real estate holdings, for example) rype in the name of the
group you want. For a report on all your assets and Labrlites, leave the box blank

Month. Your report will be dated as of the Last day of the month chosen. The program
assumes that you want a repont for the month on you were most recently working To
change this, simply type in the number of the month you want.

Year The prog h data from the data dusk currently in use. Changing
hmﬂhmwmauhwuoﬂuhmpmmuugm
program.

restart the

Screen or Printer. Select *Screen” to display the report on screen. Select “Printer” to print the
report on paper. Use the spacebar to toggle between the two choices.

Screen:

If you choose *Screen,” a Net Worth screen, showang balances and budgers (if any) for all
your asset and liability accounts will appear. Your net worth as of the last day of the month
specified is shown at the bottom of the screen

Printer:

If you choose “Printes,” an Account Prntout dialog box will . Be sure that your printer
s tumed on and properly connected to your computer Answer the questions in the box. Your
answers will determune what information is included in the printed report. Press the spacebar
1o see your choices

What to Show: Balance Only
Actual vs. i
Actual vs. Budget & Distribution

Account Memon: No Account Memo
Memo Instead of Name
Full Memo
Abbreviated Memo

= Notea
1f you select *Eject,” the page eject will advance 1o the end of the
fu,:.rindwmdnwnmme
1f you select *No Eject,” the page eject wall not advance to the end
. dr;pqc.'l'hnish.mdy' you want to pnnt several shom
TERONES On Ok page
Copies: Enter the number of copies you want printed. You can enter any
number from 110 99.
When you have made your choices, select *Okay.” If you chose “Screen,” your Net Worth
mﬂ”’mmu,:u;iméum'mﬂu“h&mm&w
out.
NOTE PAD
Select Nots Pad from the Goodies Menw, o
Press N

pencil. If you use the ¢ -N command as 8 md%ﬂw Note Pad, the pad

ing the text editing
e T Tl e

Rt twic (o 3-0) o sve yout nokes and etum to youranginal screen.Saved
7 mmhm(:wa::wwm'v*“*“-

!Mkuhhﬂuﬂ“mhmumhmm.mwm
if you want to save your Press Y (for yes) to save your
k.,u::mhd': ,wwml' mh:m”)wmmww

remain in the note
lmm‘l’mlm
Prompted lor while entering transactions
when entenng A TARLCDON.
for Transaction) is one of the items you supply v - Gy

h% th gt You do not have to
wmn uwdmh“ :mmm”“_mmb.m«mwemh
you when you are making an entry. The kinds of transactions are:

Check # {numbser) to record & check
record an automatic teller
ATM e Withdrawalor tranaer
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Electronic Elect to record any electronic fund
transfer or payment, e g, by
computer or telephone

Fee Fee to recond bank service
charges, etc. .

Depostt Dep ‘ to record a deposit to an asset
account, e.g., checking or
savings

Refund Refnd torecord a refund, eg  toa
credit card account

Interest Int torecord interest charged to a
t account, of interest

by an asset account

Void Void 0 record a voided check

Blank (blank) for cases ot covered above

wng & credst cand
for example)
OKAY

Select Okay when It appears on screen or
Press O-0

Olcay 15 a way to confirm that the information in a dulog box or on a screen (such as the
mnumjumwﬁnmmmdywmmemn
ialog box, for example), or | h f (afe ing transactions in the Register,
for example). Either select *Okay’” or press (3-0.

PASSWORD & STATUS
Select Password & Status from the Customire Mens.

Password & Status lets you see the status of your entire data base — that 15, how many
transactions you have entered for a parucular month, how many accounts and groups you've
created and how many ransacuons, accounts and groups you still have room for. Password &
Status abso allows you to re-name your data base, establish a password, and enter a tithe for your

pnntouts,

When you select Password & Status, you will see the Data Base Status screen. The status of
your data base is shown in the lower half of the screen. Optional items that you can either fillin
o leave blank are shown in a dialog box at the top of the screen.

Data Base Name
To change the name you've given your data base, simply type in a new name.

password helps protect data base from unauthorized viewers. If you specify a
. &mﬂxfmpum*wwhhmwwm
M““W““W‘MW“*WW?’}‘:“MI
password, si type over the old password

assign o ﬁubn,yuuwuﬂphmndwwn in each time you
;’;‘mmwmhmdh |, On Balance will show astensks
(++) rather than letters on screen as you type

Title for Printouts:
‘You can enter a titke of up 10 53 characters 10 appear on all printouts. To enter a titl, type
i the words you want; to change a title, simply type over old title

See also:
Creating a Data Base
PAYEE/MEMO

mummmnnm

wwm.m.nnm
WMMwummmthmwm
itwas for.

want When you are done, press Return twice to close the
um?dmum mmﬂunﬂy,aﬂyﬂnh‘hmduﬂbem
when transactions are displayed. «an change this by using Screen Formats from the
Mm}ﬁmmmmhm?qwmm.aémmmddum
thbﬂwhﬂ&mtuﬁngﬁmmkﬁ.ﬁnm
mh(}mdduenunmmaﬁll'pupup‘mﬂum

PRINT
Press G-P

The 3-Pcommand lets nt out a list of whatever transactions of accounts you are
mmmmdxtmm«Mmewmm
the Search, Add/Edit, or features from the Accounts Menu, or while vicwang any report
on the screen. O3-P i a quick and easy altemative to requesting reports from the Reports
Menu.

, simply press € -P when the informaton you wish to
pﬁmi&qﬂ:yduhm{ﬂmummhdmmmumﬂh
Mmihhmhvﬁwﬂliummum} ‘

-lldukmdw(nnwﬂifmmwhumhkgﬂmrmuuw

i li the
Search o Tt List a Printout dialog box will appear
mdmm-ﬂammmmwmmmm,m
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space bar 1o see your choices g in the printout. Press the
Transaction Printout

Transactions: Show Transactions

Just Totals "
T ction M. A A
Show Full Memos
Accounts: One Big List
Split By Account
One Big List. Transactions will be printed i
much as they appear in the Register. Rergetong .
Split by Account. Transactions will be organized and
: e gan:
& m‘l account type (asset, hability, income,
Account Names: Just Account Name
Memo Instead of Name
Name and Memo
Account Balances: Show Balances
Mo Balances
Page Eject: j
Notwa
I you choose Eject, the page eject will advance to end of
final printed page when the pantout is complete.
Ifyou choose No Eject, the will
o Eject, the page epect will not advance to
Coples: Enter the number of copies you want prnted. You
mmymﬁmlb,; i)
Account Printout
What to Show: Balance Only
Actual vs. Budget
Actual v Budget & Distribution

Balance 3
— Only. Only the actual balance for the account

Actual vs. Budget. Both the actual balance and the
budgeted amount for the account will be prnted

Actualvs. & Distribution. Both the actual
balance and the amount for the account as well
both

dollars and in wall be printed. The account’s
distribution (the percentage of the total value of the
account type — asset, hability, etc. — that the account
balance accounts for) wall also be shown

Account Memos: No Account Memo
» Memo Instead of Name
Full Memao
Abbreviated Memo

Mhﬂ.dnmw will advance to the end
final printed page the printout is complete

lywdnuﬂoﬁe&ﬂnweimwﬂmdvmw
the end of the page

Copies: Enter the number of copies you want printed You can
enter any number from 1 10 99.
mmmmimmnumumwﬂwnumm
be printed out acconding to your jons.

Select Print Checks from the Traasactions Men.

On Balance has been designed to print records of transacuions directly onto ruicular brand
of continuous form checks that you can use in your printer You will need 10 these checks
from:




Ask for Product #9022 (without imprinted check numbers)

Once you have received your continuous form checks and installed them in your panter,
select Print Checks from the Transacoons Menu. A dialog box will appear, asking you for the
name of the account for which you want to print checks, the month and the year. Answet the
questions in the dialog box. When you are done, select “Okay.” .
APrint Checks screen will appear, listing transactions for the account, month, and yeat you
mmammchwdh'WmWhmwﬁ Jto
mave the pointer to the first transaction you want printed and press Return. Then move
highlighter to the last transaction you want and press Return again_ (1f you want only
one transaction pninted, simply move the pointer to the ransaction you want and press Returm
twace. ) A Printout dialog box will appear, asking you to check your printer and paper adjust-
ment.

Check to see that your printer i atuached to your power on, and
*on-line” or “selected.” Then check to see that the s adjusted. (The printhead
should be als ﬂ&hulﬁﬁhd&ipﬁ.}%hmm
paperare , select *Okay " You will be asked if you want to do an alignment test If you
want to check the alignment, press ¥ (for yes) and the on-screen 1f you do not
want to check the alignment, peess N (for no). When you have responded to the question,
pantng will begin.

See also:
Printer Setup

PRINTER SETUP
Select Printor Setup irom the Customire Meny.

&lﬁuh%wwuﬁwﬁmmmmimm"

: ; are not successful you may need to consult your printer manual and
Mﬂ*mmwmmu-mm the Customize
Menu. When you select Printer Setup, a dialog bax will - e g
printet system by responding to the questions in the di e

Printer Slot, Total Lines per Page, Top Margin, Bottom Margin, Left Margin. Enter the
correct value for your prnter

Pause Pages, Linefeed After Return. Use the space bar to toggle berween Fause
and No Pause, Linefeed and No Linefeed. Choose the options that are correct for your printer

Optional Printer Code. Move the highlight box to this item and press the space bac. A Printer
Code di bﬂmm for the Number of Characters used in the printer code
and which to use: Exact character (this means that if Esc, for example, 15 used
a3 a character, you indicate that by pressing the Esc key) or Decimal Equivalent (this means that
enter the decimal value given in your panter manual to support a certain printer feature)
mhMMhmmmMMWMW'

When hnnwhhllhm;m‘ setup information, select *Okay.” Ow
lﬂmnwﬂuﬂmw you continue to have problems, consult your
printer manufacturer or dealer

l‘dmlﬂamﬂ T Menu, o

leave On Balance and start a new without turning off your computet
ngﬂ.ammuhﬁ mmﬂm select Quit, the program will
myuh'%puﬂb-dbn. AYS leave Ow Balance by way
of Quit. Once your data is saved, the Quit Menu will appeat Select the item you want

program 1:Lets leave Ow Ralance and start running a new program if
lmmlu:h ‘my:'mm.nmmwonmfwmm
gldwlhllpll ‘disk from drive 7). Insert the new program disk and press Return

If you dont want to sart a mmiﬂplymmdu disks and tum off your
computer.

wdeato
data disk: Lmywmaklbukwmpydwmduk It'sa good
do.;:t:hu,:ywm&mm a backup copy will help protect against
irretrievable loss of data

When Y data disk” there will be a brief penod of drive acovity. You
ﬂ&u’:mmw&kmﬁRI Remove the Ow Balance program disk and

insert the disk you plan 10 use for your backup. Press Return.

is brand ,idhw;hdullilm data disk will then
e g e
mhwwﬁaunh.mﬂﬂum}udmdumﬂ.

When the sm.ywuncidmmnwmmbyocM'M:m
program in drive 1" of tum off your computer.
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RECONCILIATION
Select Receacilistion from the Accownts Meny.

Recondiliation lets you compare your records of an account wath the account statement
sent by a bank or other institution. If the statement and your records are not the same, you
know that someone has made an ermor, and you can take steps to locate and comectt. =

Youll be reconciling your checking account most often, but you can also reconcile
savings and card accounts or any other asset or hability account for which you receive a
penodic statement. Note that only asset and liability accounts can be reconciled Income and
Expense accounts cannot. When you select Reconciliation, a dialog box will ask

For Which Account: Type in the name of the account you want to reconcile (checking,
savings, etc ). Press Return

Final Balasce oa the Statement: Type in the final balance on the most recent statement
you have recerved from the bank or other institution. Press Retwrn.

When you have answered the questions, select *Okay.” The Reconcile Transactions screen
will appear. An information box at the top of the screen shows wh . e
the transactions. The register below it lists all the transactions in the account. A cursor appears
to the right of the first transaction, in a column headed by a check mark

[l i g, e wie wian

Y + this tr i nark 1t
- ﬁﬂ:wsunm 1t o0 stitenent

oy
AN

il Tn
Flea ( )

Eﬁs ih.l -m

,
o

e L

S

To reconcile the account:

1) Compare the transaction marked by the cursor with the transaction on the printed
statement you received from the bank. If the transaction is not on the statement, type N.
The cursor wll move to the next transaction. [ the it on th ¢, and if
it does not differ from the way you have recorded it, type Y. A check mark will appear

hﬂdrd!ummwﬂmd\nnhnlmmkmd 1f you make a mustake in
a transaction, just place the marker on the transaction again and press the
comect key (Y or N)

b Correct on-screen transactions that are in error by pressing the space bar to move the
cursor and highlight box to the first stem in the transacuon arca Use the arrow keys or
. dnﬁ&ywmhthmenymwmmMmﬁwmyml
cormecuon When you have finished comecting the transaction, press Return

have compared every transaction, press Retum to signal that you are
S}anym;mmmp mpnﬂwmlhppw' on the screen. This report includes your last
statement balance, the sum of the reconciled transactions, your current statement
Mﬂumdhwﬂnmuﬂmmbﬁwc If the
mmundwwmdsmnduywlhmmwmdﬂmammd
of the reconciliation report. Typing ¥ at this point prints out a report; N retums you
to the Accounts Menu.

sad b the sta and your records, a screen will w help
’m&mﬂmm mdhmdww_hhm,xm
m-n.umdudﬂum, number and total of transactions on the statement,
and the number and total of outstanding transactions. The bortom part of the screen lists
procedures you can use 10 find the reason for the discrepancy and correct it

. MAlMumymmhwﬂmmmmmm& You will
then be given a chance to add them.

@ Press Tto abandon the reconciling work you have done and try again

have On Balawce adjust records to match the balance on the statement. This is
.mc;mmmwxmmMWmmﬂnmmanm
mwwmmhnl}mwdﬂwwawhdudum.mun
mmmwd&uhmumiymwuh

lhmbcwumdﬂncmumu\dlum.ndmwhmm.mdw
transactions you marked will be recorded as reconciled

RECURRING (TRANSACTIONS)
Select Recarring from the Transactions Menu.
Recurring allows you to create sets of transacons that recur on 3 qul;mw
mmﬁmw&ﬁ&mm@.amdm&
wransactions includes all those that come due and are paid at approximately the same tme. For

instance, all of your recurring deposits, and bills that come due on the first of the
would make ingle set. _
ﬁywhnamdq. sets of the peogram will keep track 6f them

and when they are coming due or are past due. 'Wlmmdk&k
wn:;nn);. d?qhmﬂnhumdumwwdgnguwm.hw,
entering new ‘numbers, o adding transactions) and then integrate the entire set into you
records. is saves time and eliminates the tediousness of having to enter the same transactions
uuywukumwda,wd:.uqmn
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When you select Recurning, the Recurnng Transacuon Menu wall appear The menu contains
three tems: Trigger a Set, Edit a Set, and Create a Set. Select the one you want

Trigger aSet. Select thas if you want to update your records wath the information in a set of
recumng transactuons you have created. If you have created more than one set, a screen wall
appear lisung each set by name, showing when the next pay 18 due, the frequencpol
and the number of transactions in the set_ In sets that are due for tnggenng (that is,
sets that have dates the same a3, or later than, the date shown for the next payment). the next
date will be haghlighted. A pointer appears on either side of the first set. Use the amow
o mowve the pointer to the set you want to tngger and press Return

Once you have selected the set you want (or if you have only one set), a register will appear,
grving you the opportunity to update your records. You may want to change the check numbens
or the amounts or add transactions to the set. Make any changes you want; select *Okay.” You
will then be asked for the Date” — the date for of this set. Enter the date; your
records for the entire set will be updated, and you wall be taken to the Register where your
records have been pasted.

Edit a Set. Select this when you want to edit transactions you have already entered into a set
1 you have created more than one set of recurning transactions, a screen will appear histing each

sct by name, showing when the next payment is due, the frequency of and the
dem-nnmuhwnm i next
date . A pointer appears on either side of the first set listed. Use the arrow keys to

move the pointer to the set you want and press Return

Once you have selected a set to edit (or if you have only one set) a dialog box wall appear. Use
the dialog box to change the name of the set, the next payment date, the frequency of
payment. When you are done, select *Okay.”

A register wall appear, g1 the opportunity to edit the transactions included i the set
Make any you want you are done, select *Okay " You wall then have a chance to
tngger the set if you wish

Create a Set. Select this when you want to create a new set of recurning transactions A
dialog box will appear in which you will be asked to supply the following informanon

Name: Enter an appropriate name (up to 10 characters long) for this set of ransactions
For mstance, you might name the set *household” and yout home mortgage
payments, your utility bills, and so on

Next Payment, Month, Day, Year: Enter the date when you want to first use this
recurring set. The date will be used by the program to wam you when this set is coming
due

: Choose how often you want your transactions trggered. Use the space bar
to toggle the choices Weekly, Bi-weekly (every two weeks),
Zce/Month (twace each r month). Monthly, Bimonthly (every two months),
Quarterly, Semi-annual, Annual, blank (use to create a set of recurnng transactions that
are not triggered at any particular time). When you are finished, select *Okay.”

A register screen wall appear Type in your transactions just as you would enter
transactions in the Do not type in the date, since that wall depend on when
you tngger the set n you have hinished entering all the transactions you want in the set.

select *Okay.” You will then have wwmwwmmpm tothe
Recurnng Transacuion Menu.

REGISTER

Select Rogistor from the Transactions Mens.
Tie Registor also appoars whe you use functions such #5 Search, Recaring 2nd
Receacilistion

X 58 kbook
where you record yout financial transactions It 18 like your ched
T."‘W" m“’; kmammdmnmmwumdnhw

checking account. When you select . a dialog box will ask

Enter Account Name, Group Name, ot lfywwmwammnmmhamﬁc
account, enter the account name (this should mmuhhﬁymumt)lly?amw :
mmhmhawmmr:mdmmmm
wrrm'mww'w:mammu 1o enter tansactions for
the accounts in your data base leave this box ;

Moath: Enter the month for which you want to enter transactions.
Year: The program assumes that you want to enter transactions for the current year.

. 1 0 edit O enter TANSACTIONS INED SCCOUNS ondata
disks uwdmmmmnhmm.uwmmum
for the : Mhdﬂm.mwﬂhwnmwﬂwmﬁaw

for that year). :
mmmm,mw'vmmmmwnwkpw
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The has columns labeled Day, #, Payee/Memo, Account | and Account 2, and
Amount. If you have created flags, it will also have a column labeled Flags The month and year
are shown at the top of the Regrster The cursor is in the highlight box below the first column at
dnbmmdhumhs;wmm data into this column. Each ume you
emrﬁu.mmﬂmhwﬂmwhm:m.||y0umdlu
mave the highlight box 1o column to correct a mistake, you can do 30 by pressing
C3-Tab to move the bax to the left or Tab to move the boxto the nght To delete whatever s
n the highlight box, press the space bar or simply type your new entry over the old.

Day
Enter the day the transaction took place. The month is determined by the information you
l?dﬂhﬂlhghm
you wish to change the month, press Esc untl the dialog box re , then enter a new

month. Alernatively, you can press ¢)=> move to the next month in the Register, or
&< to move to the previous month.

Specify what kind of transaction you are recording, If you are recording a check, enter the
check number. The next ime you record an entry, Onw Balasce will automatically display the
next check number in sequence. If you are a different kind of ransaction, smply
enter the first leter of the kind of wansaction you are entering. The program wall list the

abbreviations of the kinds of transactions on the screen whenever you are making an entry.

TRANSACTION ABBREVIATION UsE
Check (number) to record a check
ATM ATM 10 record an automatic teller
withdrawal or transfer
Electronic Elect to record any electronic fund
transfer or payment, e.g., by
computer of telephone
Fee Fee to record bank service
charges, ewc.
o Dep 10 record a deposit to an asset
m:;.duckh‘u
A savings
Aefond Refnd 4o record a refund, ¢ g, t0a
charge cand account
Int hm‘mwb.
bt o
by an asset account
s Voud 40 record a voided check

(blank) for not covered above

gy tﬁl:h‘:nmdu;awrdv
drawal directly from savings,
or a charge on a credit card)

o Payee & Memo

WMW,thmmhmwmdmwwumhmw
ng:amlymnmnh«khw.mmwmhmdm
wmmwhmhdﬁum.’ﬁnmahuﬁm»mmdymlm
the details of the ransaction Only the first 20 characters of mwﬂappn{_‘o:m
wansaction lists. To see the entire entry, move the highlight box to Payee/Mema.

will open, allowing you to see the contents.

1f you have noth record in Payee/M leave the window blank. Press Return twice
1o move out of the memo window 1o the next entry area.

Fags

created Bags, enter the first letter of each flag you want to attach to the transac-
&im&uh::ﬁaﬂ'hummmu transaction. See Flags in this
Reference Section for more information sbout flags

Accounts

Specify i i for

ifyy what accounts are involved in the transaction. Account | refers to the account
Mmmm&hmﬂﬁ&ﬁdﬁq&nwmﬂm.}.m;‘
should hmmmiﬂym.\nmluduuﬁnma«dvdn
transaction. mmm&mhnmumhwumwbc.,
mMWuﬁqu.}Mthththﬁmm.u

expense.

For more information on accounts, see Section 3, Using On Balance and Accounts i thus
Reference Section.

dollar amount of the transaction. On Balance assumes you will enter the decimal
:l'l;:udcn\.& will add it to the end of the number. If you type 4, foexample,
the program wall ﬂabﬂpﬁlqdmmw-hlm.’::c&
MMWdﬂhmmw“M—w&m
tomize Menu.



Notice that an arrow appears berween Account | and Account 2. The darection o
o “""""":" """‘“;"M both accounts: —, Account |Mm:‘:z
M‘ Account d A 24 4
e el \ccount 2 , T, both accounts increased; | both

Once a transaction 1s completely entered, you can change any box in the Register.
& -Tab to move the highlight box to the left; use Tab to move u.;.uhnu.u;n
ﬁmﬂxu&mﬁmzmuw ype your new information over the
mmwmd-nd;r oo RN

See also:
Recurnng Sets
Splhit Transactions

:mmﬂ: Worth, Net Income, Accounts Report, and Transaction List in this

Select Save from the File Meny,
Press O-§ v

‘ On Balance saves your data when you move from
Howeve i goud et v o sngSoverepiay o g
oy _ to power failures, etc. Simply press (3-§ every now and then

wmn—uu—uwm

Screen Formats lets

settings you specify

change the appearance of the Register and Accounts screens. The
be used each nme you start the program.

Whny-ubnmm.mm*&hh{uﬂupwdwn

To change a setung, use

Transaction Register
Screen
Splitung:

Status Row:

Month to
Moanth Trend:

hwhuuﬁwhm

m—amm:&m
Transactions and Graph
Transactions Only

mmmmwwm.w
of ransactions and account data and balances), or
transactions and bar graphs. Choose the combination you want.
(Screen Splitting options can be changed from the Register by

pressing

Bar graphs will show the balance of the account name (or
name o type) specified in the Transaction Regiset i
1o account name was specified in the dialog bax, no

will appear Likewise, if you enter a transaction using &
mmhmlk;.q’dﬁg:hrhhm
Im,md&cnmumdnnm * as account 1) the
graph wall disappear

Abbreviate Memos (default)

Show Full Memos

Abbreviated memos display as many characters as wall fit
o a single line in the Register. choose to show the full
m.:nﬂthﬂ[ﬂnﬂdﬂdhaw}wﬂlk

Show Balances (default)

Show Balances and Budget

None

The Status Row, which appears beneath the Reg displays
information on the status of the account(s) in the last

mmd.mmdmummm
and budget, o no information

No Trend Line (default)
Show Trend Line

WMMaﬂuMmMomﬁfm
one account over more than one month, can show a line
depicting the trend between the bars for each month.
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Aber New
Transaction:

]
d

Account Name (default)
High & Low
None

1f you have chosen 1o view Transactions and Graphs. you can
choose 1o have the account name azu in the space nexg to the

aph, the account name as well as hﬂnﬂﬂdm
Eﬂmﬂdhmﬁ,uywmlem space blank

Keep Same Account (defaul)
Search Account |
Search Account 2

These chowces let you control how Ow Balance displays transac-
wons you enter in the Register

If you choose Search Account 1 all transactions for the current
month with the same Account | as that used in the Last transac-
ﬁmmﬂﬂhm.hx@hi{mmm
entering checking transactions, with Checking as Account 1, and

then enter a transacuon in which “Visa® is Account 1, the

ister will sort after you have d the e
show only transactions for the current month wath “Visa® as
Account 1.

If you choose Search Account 2 the will wall sor after
same A 2as the last 1on entered.

If you choose Keep Same A he program wall continue to

dtwllym“mrohed in the Transaction Register

ialog box. However, if that means that a new transaction
show on the screen (when you entet 4 transaction with

a dufferent account as Account 1) then the program swatches o

show all ransactions recorded for the month.

Memos (default)
Budget & Distnbution
Bar graphs

Lets you choose the information you want displayed when you
are creating accounts using the Add/Edit feature from the
Accounts Menu. The account name, the actual balance for the
current month, and the budget amount for the current month
will always be shown

Budget and Distribution will show the difference, in dollars,
between the actual balance for the month and the budgeted
balance as well as the percentage difference between actual and
budgeted amounts. An additional figure (Distribution) shows
what percent of all sccounts of the same type the account in
question accounts for. For , 1l the percent-of-type for
- your checking account (an 18 shown as 8, that means your
current checking balance accounts for 8% of your total assets

Bar graphs will show honzontal bar graphs actual and
hﬁndhdmdnhmmwmmm&
to meeting your financial goals.

Memos will show the first line of text of the memao stored with
each account.

SCROLLING
Tle==—
G- 1. tonext page up
@- 1, o next page down
Tab, next field to the right
- Tob, mext fleid o the left
Q& «, fo lefi-most lield 3
& —, to right-most Held
G-80r -1 (beginning of data)
&-Eor O -8 (end of data)
-2 through 8 (intermadiste points in data)
Scrolling lets you move up and down lists of data quickly. The way to
I

or down. Tab will move the cursor one entry field to the nght; pressing
dmwmtmm to the left. For faster scrolling, use the scrolling



If you are using 4 mouse, you can scroll data by using the up or down arrow that
zw-l_:::w-wma_fdgm. (the mew when the bt

isp mmmﬂ.}lﬁ-’ down
mnddnmkwbm‘nnwmnlhmah mnn‘:l:ﬁeu
and then use any of the (3 scrolling commands.

SEARCH
.maummumﬁ.
Search lets you find, examine and edit past transactions without having to scroll through the

entire Register. When you slect Search, a box wall :
dlmmuwuin.chaludnmm wmﬁ%mmmm&x

~

T
e ST LA

bhEntmn:;. lpml;:;mmm.m.wwwmhymmmwhmnwmuh. Leave

Beginning Month: Ending Month:

hmamwuﬁm ing month The
ety ending program wll search through all records

Year:

The program assumes you want to search for transactions on the current data disk. Changing
the year will allow you to search for transactions on data disks for previous years

# (or Transaction Type)
muudmmmhmgmmmmnumau If
i lar check number, enter

you want to search forap number. If you want to search for all
checks falling within a certain range, enter a minimum and maximum number — from check
#23 (min) to #89 (max), for .Uﬁﬁ:m:nnwk.ﬂ!nwmndudu

“min,” and the *max” field was A would search for all transactions with

numbers greater than or 1023 11 23 was entered in the “max” hield, and “mun® was left
blank, the program would look for all transacuions with numbers less than or equal to 23

Payee/memo

?«mumhmwmwamm.mrhmmdwpy«{w
to 10 characters) you want [f you arent sure of the full name you used when you entered the
transaction, type in a few letters that you think are comrect. The program wall all
transactions having that combination of letters. Spaces can be used as wildcards

Du‘tuwahu oe lower case letters, a search for “TEXT,” for example, will find
“Texy,” as well as

* and *Sample text
Flags:

Enter any flags you want to search for
Account 2:

Enter a specific Account 2 name. Leave blank to search for all Account 2 names.
Amount .

Enter an exact amount nmmmwdm—mmmmsm(m).
for  Leave blank for all amounts. By entering one value in the “min” field and leaving
the “max” field blank, you can search for amounts greater than, or equal to that number. By
entering one value in *max” field and leaving the “min” field blank, you can search for
amounts less than, or equal to that number

Recondiliation Status:

The assumes you want to search through all 3 heth h
mmwm y:mnchw- ummmam reconciled transac-
mdyummmﬂdmmm. Use the space bar to toggle through your

When you have all the criteria to be used in the search, select “Okay.* On Balance
wilqug'nmll your records and recrieve the information you want. A summary of
the search results will appear on the screen, showing each month, the number of transactions
meeting the criteria that the found for each month, the total dollar amountof the
transacuions (if it can be and an excerpt from the first transaction of the month. To see
a detailed list of transactions for any month listed, use arrow key to highlight the month and
press Return.

For a printed list of all the transactions located by the search, press O -F
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SPLIT TRANSACTION

Asplit transaction is 2 single transaction that affects more than two accounts. (O Bakece
lets you enter split a3 you enter information in the Register

Acommon example of a splt transaction 1s a check written at the supermarket for more than
the amount of purchase. Part of the check goes to pay for the grocenes, the other part goes into
your pocket as cash. Such a transaction, entered into the Register. would look like this

Day # IW |Am-tl [A_l |J\|n-t
9 3% ln 3Sup " | hecking lr' l 98
split checlung cash 1000
splittotal 29 88

Toenter such a split transaction, go to the Register. Press S (for split) before you enter the
date for the transaction. You will then be asked to enter the Split Total.

« Enter the total amount of the check, deposit, or whatever you are recording, The amount you
enter will appear at the lower-night comer of the screen. Then proceed to enter the Day, #,
Payee/Memo, and Account 1.

+ When you reach Account 2, enter the first item 1n the split (in this case, ies). When you
reach Amount, entet the amount for the grocery part of the transaction (§19.88). The amount
you enter will be posted in the Amount column and the amount still unaccounted for will
appear above the Split Total

» After recording the first item of the split, the program automanically for the second
mhhmﬂ“hhmdﬂd!uh&uhmhm
directly to the box. Enter a memo of leave the box blank. Press Return and the

| box will move to the Account 2 column. Now enter the second item in the split (in
thas case, cash). Then enter the amount of the cash pant of the ransaction (o Retumn to
accept the amount shown on the hh(dn&ph‘hﬂimuquﬁ
transaction will appear in the Register. If any amount remains. the Payee/Memo box will
open and you can continue to enter information for the split.

toenter transactions from your credit card statement, rather than having to keep receipts and
enter each charge as it occurs. If you have paid your VISA card bill and want to record the
M:zm'mhﬂdu the bill (s0 that these expenses can be added to your account
records) howtodoit:

. First, enter the transaction for paying the credit card bill

h ‘ “ IR A l | A "_ Asnassas
N | 330 | paymenttoViaa checkung | wisa 20841

W AR T |

§ for 4 split ransaction. You are now going to record
.m?:amﬁm.umamummmmﬂsam
be Account 1.

Day ‘ . | Payee/Memo | Account | | Mﬂ-l_ 2 I Amount
1 Theateronthe Pk | VISA entertain 320
dinnet at Websters VISA entertan 1838

dinner at La Roca VISA entertain 2533

Sui Palace VISA dothing 119 41

Athena's Books VISA education 0w

phoeaing VISA interest an

split toal 208 41

Select Start New Data Base from the File Mene

Seart New Data Base lets a disk to hold your data when you first start using On
the only time you will have to use this feature, unless creating & _ y
l&zm MDOMTwuuku'mnoduhnhdgM,m
Muhpndywmwﬂhhnwm@wnhwwh

w""ﬁm““'m""*"',..“'“"""'“""""" S
the

I i hmhﬂ&nm.ulmc&hmwmm
hup,:c:dl‘::w-m data base, tum to Section 2, Getting Started, and follow the
step-by-step instructions for “Prepanng a Data Disk *

Sec also:
Password & Status
STARTING BALANCE
Prompted for while creating accounts in Add/Edit from the Accounts Men.

When you create habusty there isa chance that there isa
starting :m:‘m\mmmdﬁmm]umhmm
dumu&ﬂ-lnhmhuphywmmywmdmuldnmmlwwmudmn
uwhumdam.mmmmm»enmmmmm
entering transactions.

There are three different ways to enter a starting balance for an account:

.

While Creating Accounts. When you are ¢ mmmmmn
mm.mﬂhwwudhammhn;un'ﬂymhd:w
amount (the actual amount in your checking account, for ple, or the acty
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;n::ldqmpruhn} Note that you will NOT be prompted for a starting balance
ing accounts while entening transactions in the Register, susrung balances for those
xmm 10 be entered using one of the followmg two methods.

Using an Opening Transaction. |f you are g m the R youwll not be
prompted for a starting balance However, you can establish a startung balance without leaving
the Register by simply \g 4N OpemIng trar that will add the appropriate amount to
the account balance.

Itis important that the date for the opening transaction be the same, o earlier than, any other
wransactions you record for the account (to be safe, you can date the opening transaction for the
first day of the furst month of the first year for which you are keeping records)

For an asset account such as checking or the purchase price of your home, the opening
should b ded asa deposit. A 1 should be the name of the asset account,
Account 2 should be left blank, and the Amount should equal the starting balance.

For a liability account such as a credit card, car loan, or the amount owed on a mortgage, the
# column should be left blank. Account | should be the name of the hability account, Account
2 should be left blank, and the Amount should equal the starting balance.

the Change Balance command. You can also establish a starting
hmmm selecting Type/Starting Balance from the Accounts Menu.
mndinmmudhmnmmhmmuwdl-pde

assignment for an account (for example, to change the type of a credit card account, acci
assigned as an expense, to 4 Lability), but it can also be used to enter a staring balance For
details, see Change Type/Starting Balance in this Reference Secoon.

See also:
Change Type/Starting Balance

SWITCH DATA BASES

Select Switch Data Bases from the File Meau.

Select Switch Data Bases whenever you want to start using a different data base without
having to tum off your computer and restart the program. This is handy if, for some reason, you

are keeping separate records in separate data bases

When you select Switch Data Bases, you wall be to insert a new data disk. If you
change your mind and decide you want to continue ing with your current disk, press Esc.
Orherwase, take your current data disk out of the drive and insert the disk containing the data
base you want. Press Return when you're ready to start using the new data base.

To see records for a previous year, of to use the Search, Reports, or Register features for that
year, simply select the feature you want. You will be prompted to switch data disks when
necessary.

Print Checks
Recurring
Flags

Each of the tems on the Transactions Menu 15 discussed in detail in this Reference Secuon
For specific information on entening transactions. see Register For information on deleung
transactions, see Delete
Sec also:
Print Transactions
Transaction List
TRANSACTION LIST
Select Transaction List from the Reports Mens.
ATransaction Listis a repor, di on screen or printed out, of your transactions.
When you select Transaction List, a bax wall ask
Enter Account Name, Group Name, or Type:
list of transactions for a account, enter the account's name. If you want a
hum;Bhlthmmhmdhcm.umwmauudm
wansactuons ] lpmﬂnwcdmnnhumgwhmdhw.
Leave the box blank if you want the list to inchude all transactions in your data base.
m‘ um»
Ending Moath:
Enter the number of the beginning and ending months to be included on the kst Tosce a
muhdywmh,mhmnmhw.nﬂlkhh
month of May, enter § as the beginning month and 5 as the ending month
Year:

me that you want data from the data disk currently in use. Changing the
year will you to request Transaction Lists from data disks for previous years.

Screen or Printer:

HuWuﬁhyhhwm.mmehhgmUnh
space bar to toggle between the twao choices. Select “Okay” when you are finished.
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At this point, your options wll vary depending on whether you chose Screen of Printer.

Screen:

I you chose to have your transactions for one month histed on screen, you will
see a list containing every transaction of the account, uwwaﬂt.
data will be displayed exactly as it is displayed in the Register. In fact, you can
pmcdmmuednummn&mwmm:smwﬂmﬁ:epﬂu

1f you chose to sec 2 list of more than one month's worth of transactions, On
Balance will summarize the transactions in a chart like the one shown below. The
chart shows how ansactions were recorded for each month, the ending
balance or sum for each month, and the amount and nature of each month's first
transaction. A bar graph at the top of the screen shows the relative value of the
account, group, of type from month to month.

Toscea list of transactions for any summarnized month, use the arrow
keys to move the highlight box to the month you want and press Return.

7 \

If you chose to print your transaction list. a Transaction Printout dialog box will
appear Make sure your printer is properly ted to your computer and
tumed on. Then answer the questions in the dialog box Your answers will
determine what information will be printed Press the space bar to see your
choices.

T_m.

Show Transactions
Just Totals

1f you choose Just Totals, the highlight box
will skip to Page Eject

Abbreviate Memaos

Show Full Memos

Splht By Account
One Big List

MName and Memo
Just Account Name
Memo instead of Name

Show Balances
No Balances

mﬂﬁm

1f you select “Eject,” the page eject will
ance to the end of the final printed page
when the pnntout is complete

1f you select *No Eject,” the page eject will
m’?d\ummﬁlcmdofmpagtﬁisii

handy if you want to print several short lists
On one page.

Enter the number of copies you want
inted. You can enter any number from
1099



i

APPENDIX

102

APPENDIX: EXPORTING TO APPLEWORKS ‘

On Balane can be used with AppleWorks spreadsheets to auniverse of opportunities
anndnqywrﬁmddmmm.ﬁymm&mm:wnmm s,
you can go beyond basic home accounting to do such things as and cash
analysis. You can also customize the format in which reports are printed, by creating a
spreadsheet, updating the information with On Balance, and then printing from Apple Works

the capabilities of Ow Balance by using it in conjunction with Works 1s
ﬁmx You mmmwmmmmhhmmmﬂkam
(1) for special Labels that wall tell O Balance what information to place on the spreadsheet and
where to place it. Then, you use On Balances Export to AppleWorks utlity to extract the
information you want from your On Balance data base, and automatically insert it into the
spreadsheet.

CREATING THE SPREADSHEET
Before using the Export to Apple Works uiity, you mustcreate an AppleWorks spread-
;h:« ins hw:wnywmwmnhm& . You can use
same spr over and over, to generate reports for different data bases, or to update a
spreadsheet if your oniginal records have changed.
spreadsheets. For more information on creau: dsheets, refer
Reference Manual. g i =

Voumluchbdt(cdhmhmguﬂinhlmﬁm]phwdhd!ﬁmmo{mﬂ:{mum
in the first column of the spreadsheet (column A) to specify what information will be extracted
M&m‘aMMﬂﬂWmﬁkm.mMﬁthlwﬂ
indicate the balance inf needed (e.g., actual balance or budgeted , and for what
month and year), the labels placed in column A will indicate account names. These labels will
be used to identfy particular cells in the same way that column letters (A, B, C ... )and ow
numbers (1,2,3 .. ) are used to identify cells (e.g. A3, B1, C2 . .. ), The target cell will display
the value you want from the account you specify.

For example:

sesecsAsmmsmcnbensnanCancnnsDennnanfannnnn

BAL LABEL

NAME LABEL VALUE

Bom~uowa wn—

More than one balance (value) can be shown for an account by matching the account name
label, placed in column A, with a number of balance labels {actual balance, budgeted amount,
and/or various dates)

szsnssAsasnsszsfecscealenssscDescsccscf======
-
BAL LABEL  BAL LABEL  BAL LABEL

NAME LABEL VALUE VALUE VALUE

=R R N

Balances (values) for a number of accounts, can be shown simply by adding account name
labels in column A.

sesmsessAnsssssfecssenCansssalenacsacfannuns

BAL LABEL  BAL LABEL  BAL LABEL

1

2

3

4 x

5 NAME LABEL VALUE VALUE VALUE
6 NAME LABEL VALUE VALUE VALUE
7 NAME LABEL VALUE VALUE VALUE
8 NAME LABEL VALUE VALUE VALUE
9 NAME LABEL VALUE VALUE VALUE
10 NAME LABEL VALUE VALUE VALUE

Format for Account Name Labels

To indicate which account you want balances for, move the cursor to a cell in column A. To
enter the label, type the letter n, followed by the account name in brackets, For example:

nlchecking]
IMPORTANT: The account name must be typed in exactly as it was created in On Balance
(although upper and lower case differences are ignored). Since On Balance account names can
be as long as 10 characters, the name label may be too long to fit into column A of the

Before A-Li Works the width of
M::nhgmuwhbchu in AppleWorks to change
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mol in colema A o row | will be
Ignored. oihes kings of entries in
column A of row | may prevent
Ihe sprradihes! irom being sp-
#aied correctly by On Balgacs.
Cali AT may not be ased. i

WOTE: You may Had i wseivl to
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Format for Balance Label

The balance label(s) can be placed in any cell(s) in row 1. Abalance label will indicate two
things: the date (or date range| to be used 1n calculating the halance. and whether you want the
actual balance or the budgeted amount to be used

Actual or Budgeted If you want the cells below this Labelto be updated with the acfual
balance for an account. start the label with the letter a, for “actual * If you want to use budget
amounts, start the label with the lettet b for *budget *

Date. The second part of the label specifies in brackets which month and year the account
balance or budget amount should come from, using numbers 1o represent month/year {* 1~
equals “January”, *2° equals *February”, and 50 on). Income and expense balances will be
shown as the total for the month: asset and hability balances will be shown as of the last day of
3: month All months must be in the same fiscal year (usually January through December of

same year)

For example:

a[8/86] The actual balance of the named account for
August. 1966,

bi{B/86) The budgeted balance for the month of August, 1986,

USING THE EXPORTTO APPLEWORKS UTILITY

Once you have created the 5. you are ready to the This
process will read an AppleWorks spreadsheet. and save a copy of the f&mmuk
updmdm;h&whfmdnn&om()u&ahm.'ﬁwmwbemﬂmduuhenq@mmm
the disk containing your Works spreadsheet for a copy of it that may be substanually
larger (when the account are added from Onw Balan.c).

Starting the Utility

Insert the Export to AppleWorks ulity disk into your disk drive. Close the drive doot. Tum
-on your monitor; then tum on your computer. The red disk-dnive light will come on as the
program loads. A screen titled *On Balance Export to AppleWorks Utilicy” will appear

Using the Utility

.

You will be guided step-by-step through the process of the AppleWorks spreadshect
you have created with On Balance. i

When the program asks for the Works data disk. it is referring to the disk containing
the AppleWorks spreadsheet you wish to update with your On Balance data (and on which the
updated spreadsheet will be saved). If more than one spreadsheet file s on the disk, you will be

allowed toselect the file you want; you will also be allowed to enter a name tor the updated
spreadsheet file that will be created.

When the program asks for the Ow Balamce data disk. 115 refernng to the disk which
contains the On Balan ¢ accounts in the date ranges specified in the spreadsheet

The program will for the disks and for information it needs, and will auroman-
cally extract the mmn On Balance and place 1t i the Apple Works spreadsheet
Press Esc to retum to a previous screen. You may continue to press Esc untl you return to the
first screen. pressing Esc from the first screen will allow you ta quit the unlity without updating
a spreadsheet J

Once the spreadsheet 1s updated, start AppleWorks and add the spreadsheet file to the
AppleWaorks Desktop as usual Use (3-K (calculates all values) as many times as necessary to
be sure that any formulas you may have built into your spreadsheet have been applied to the

updated cells



INDEX

106

INDEX
A

Account 1/Account 2, 35-37, 89
Accounts

Change , 39,67
Balance, 39, 67
Creating, 35-37, 5758, 61

ATM (Automatic Teller Machine), 34, 45
B

Data Disk, 40, 65, 83
mlm&,!‘l
Budget, 42, 65,69
c

Calculator, 44, 66
Capital Gain/Loss, 51-52
Cash, 46

Change Group, 39, 67

ot g S Cocks

Checks, 33.37
c--“s:'ﬁp,u
Customize, 44, 70
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Number (#) for Transaction, 34, 77, 88
0

Okay, 24,78
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o
Printer Setup, 23, 82
a

Quit, 41,83

R

Reconciliation, 41, B4
rring (Transactions), 38, 69, 85

Register, 32, 58, 87
lmtu.'ﬁ:ﬂ

Start New Data Base, 21, 40, 97

Starting Balance, 39, 67,97

Stocks, 51

Switch Data Bases, 40, 98

T

Taxes, 38, 49

Text, 24

Transaction List, 43, 99

Transactions, 13, 31 32,99
funds 46 -

wummn,m
Type (Accounts), 13-15, 36,39, 57, 67

v

Void, 35

w
Withdrawal, 45

Year, 22, 32
Year-to-date, 65



WARRANTY INFORMATION

DISK REPLACEMENT POLICY

l&m&dﬂ“ﬂuﬂmﬂbﬁdﬁmp&m Mm.md

prompt FREE replacement. If the di dnylhnmlb:
date of purchase, please inchude §5 per disk for seplacement, plus §2.50 for postage and
handling

LIMITED WARRANTY

This manual and the mm\w in this manual are sold *AS IS,” without warranty as
to their perf The entire nish quality and performance of the software is
my*mmuwuwmmum_u
eunwltdi-n-ly repair or correction of any incidental or

Jﬂ[ only, Bréderbund warrants that the medium on

Mhmh umhmumwmw

normal use and service for a period of ninety (90) days from the date of purchase. If during this

peniod a defect in the product should occur, the may be retumned to Bréderbund oc to an

authonized Braderbund dealer along with prool of purchase, and Brsderbund wall replace or
the product at Bréderbund's option wathout chasge to you. Your sole and exclusive

in the event of a defect is limited to replacement or repair of the product as
provided above. If failure of the inthe of Bréderbund, resulted from
abuse or misapplication of the Beéderbund shall have no
Eqﬁh mum“m (and
that become be retumed to
ahqvu“!pmﬁk. meuwﬂwu

warranties ﬁmuiuapmul-mw ollurnmuy
Mmd&pﬁd Mhlhthnwym Some states do not
allow bimitan how y lasts, so the above imitation may not apply
uyuhnmﬁnlw« else who has been involved in the creation and
production of this software be hable for indi consequential damages, such as, but
not limitied to, loss of anticipated profits or uﬂmmnuﬁmmm
arising out of any breach of this warranty. Some states do not allow the exclusion or limitation
dw“mﬁ nhh“wnwnmh
state to state. The user of this shall be entitled P for his or her :
but shall not be entitled to sell or transfer reproductions of the software or manual to other
parties in any way, nor to rent of lease the product to others without the prior written
permission of Bréderbund.

For technical support on this or any other Bréderbund product, call (415) 479- 1070,
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Un Balance
Proof of Purchase
., APDSK.72

BACKUP DISK INFORMATION -

This program is copy protected. If you would like a complete set of backup disks, you may
mmmﬂmmbcw Emblﬁluwﬁmnh-* wsull
being factured by Brederbund. (Limit one set per customer)

Pleasemail the onginal coupon, not a copy, along with a check or money order for $15.00 (in
US. funds)to

Software Direct

A division of Brederbund Software, Inc
17 Paul Drive

San Rafael, CA 94903-2101

Please make your check or money order payable to Braderbund Software.

Caty, Suate, ZIP:

Product Name:  On Balance — Apple
APDSK.72

{Clip out this coupon on the dotted lines and send along with yout payment. Please allow four
to six weeks for delivery)
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ON BALANCE QUICK START/QUICK REFERENCE

Welcome to On Balence, the easiest way to handle the money side of hte O Balance 1 2
complete home accounting that combines speed, power and sophustication with
supreme ease-of-use No prior of accounting is necessary to use On Balance

This Quick Start/Quack Reference guide wall grve you bassc mormation on starting the
and creating a data disk (Quick Start), and will introduce you to operating the program
entening yout records (Quick Reference). For a detailed discussion of all the program'y
features as well as basic information on the prnciples of home accounting, see the On Ralance
User's Manual

QUICKSTART
STARTING THE PROGRAM .

* Ifthis is your first time using On Balance, select *Start New Data Base” by using the | key to
Hﬁ&wdmh'lbhhn&m 10 prepare »
data

* IFyou have used On Balance before, select *Read Data Disk * (If you have 2 one-drive system,
first remove the program disk from the drive and insert your prepared data disk; if you have a
two-drive insert your preparéd data disk into drive 2 before starting the program, and
the disk will be read automatically ) Respond to the questions in the Today's Date dialog box
that appears on the screen, being sure 10 the actual date, not a past or future date
When you have answered all the questions, *Oleay:* The Main Menu will appear on the
screen, You are now ready to start using On Balance. The program will prompt you whenever
you need to switch disks.

PREPARING A DATA DISK

Before you begin using Ow Balance, you must adata disk. This prepared disk will store
upto12 mawﬂmm MT:m adatadisk, first select “Start New
Data Base" from the Load Data screen. A dialog box wall appear on the screen. Questions for
you to answer ase listed on the left; the programs default, or preser, are listed on the
right. A highlight box with a flashing cursor surrounds the response to the first question.

To accept the response that appears on the screen, press Return. To change the response,

simply type your new information over the old. If you make a mistake, press Delete to erase
qu:mmmmwmmm in the highlight box is correct; the
highlight box will mave to the next item on the list To move the box to a different

stem, use the T and J arrow keys.



.

Data Base Name

v data base . Use your own name, or anything you want. You can type upto
uwmw Dont include ““r @tham;&mwﬂ
auomatically add the year it refers to the disk.

Fiscal Starting Year

szdz::hywhmkhywmwmduh will nox be able 1o enter reconds
for any date prior to the fiscal starting year

Fiscal Starting Moath

ify the month in which your fiscal year begins (1 for January, 2 for February, 3 for Masch,
50 0n). “1" is recommended.

Drive Number for Data Disk
Indicate which drive (1 or 2) you plan to use for your data disk.

When hm-midunldnqwdnuhd:iﬂqhnbu' " insert a blank
Hind::hyw indicated (1 o 2). Press Return and the program your
data disk. The disk is ready when the red disk-drive light goes off and a message youto
label the disk Remove the disk from the drive and label it. Then re-insert the disk, and
press Return. to the questions in the Today’s Date dialog box that appears on the
screen, When you are done, select “Okay.” The Main Menu will appear on the screen. You ase
now ready to start using On Balance.

QUICK REFERENCE

OPERATING THE PROGRAM

Balance i Its features and commands are listed on pull-down
WO- .‘louu'l'ea ”mwmmmm%w ora
mouse. Dialog boxes, offening you further options, appear as needed.
cnhubycdmn.ﬂ#&mml:?ﬂmulymﬁ-?

Menus

You will always begin with the Main Menu. The Main Menu contains seven sub-menus. All
of the program's functions, features, and commands are reached through these sub-menus.

+ Toopen 4 menu using the use the ¢— and — keys to highlight the menu
wmnlummm“bm“m&mhg?mu ight the
item you want the T and | keys) and press Return. To close a menu nﬁ
a selection move the highlighter up the list until the menu name is highlighted; the menu
close.

I

* To open a menu using a meuse, press the mouse button to activate the pointer (if the mouse
pointer is not already on screen) and click the menu you want, holding the mouse button
dowmdnmmuﬁﬁopmhn&ﬂmmhm&umhouﬂummhmndam
and move the pointer down the list. When you reach the item you want, release the mouse
button. To close a menu without making a selection, move the pointer up the list until the
menu name is highlighted. Release the button and the menu will close

“  Dialog Boxes

Dialog boxes are a way of *tallung to” the program. Each dialog box asks you a senes of
quesuons. By responding to the questions, you supply information to the program so that it can

perform its correctly.

* To respand to questions in a dialog box using the keyboard, use the T and | keys to move
the highlight box to the stem you want. To accept the response already in the bax (the default,
or preset value), press Retum. To change the response, simply type your new information
over the old. If you make amistake, press Delete to erase what you've typed When the
information is correct, press Return; the highlight bax will move to the next item. When you
have responded to all the questions, select *Okay” to tell the program the 1nformation is
comect. If you want to leave the dialog box without continuing, press Esc. You will be
retumned to the previous screen.

* To respond to questions ma dialog box using a mouse, click the mouse button if the pointer

isn't on the screen, Then point to any response you want to change and click again. A
hlight box will surround the response. Change the response by typing your new
over the old. Ifyou make a mistake, press Delete to erase what you've typed.

When the information is comrect, click the mouse button When you have made all the
changes necessary, move the pointer to *Okay” and click to tell the program the information
iscomect. If you want to leave the dialog box without chicking “Okay,” point to the rectangle
in the upper left corner of the bax ahd click. You will be retumed to the previous screen.

Saving Data

On Balance saves your data automaucally at vanous points in the program However, to
protect agamst accidental loss, it's a good idea to get into the habit of saving data penodically
ywmif.gfo save, simply press ©3-S. Any data you have entered will be safely stored on your
datadisk.

ENTERING YOUR FINANCIAL DATA

Almost all the work you'll do with On Balance will involve entening financial data in the form
of transactions. You're undoubtedly familiar with entering transacuions in your checkbook
register, Entering transactions while using On Balance 1s much the same except that you record
alltransactions, whether they involve your checking account, your savings account, yout eredit
card accounts, etc.

To learn how to enter a transaction, follow the step-by-step instructions below. When you
are done, the sample transaction you have entered can be deleted You can then proceed to enter
your own financial data.



Entering a Transaction Step-by-Step

1) If you have not already started the Ow Balance program, do sonow, following the Quick
M:ﬂuﬁ*&-m“hmwkﬁ-u-hﬂ

select Register

nhvaadwlhemhmmmmdnm-dywhwh:hm
want 1o enter transactions. Since you have n-ud-ymlunhmm
“Enter Account name, Croup name, or Type”

When you have responded to all of the questions in the dialog box, select *Okay.” The
Tunmm’cpmwﬂm

The Transacuons 15 similar to your checkbook register m that it has spaces to record
the date, numb "F‘" “-—‘:mw It also has spaces for a number of items not
Mummw

At the bottom of the screen, a highlight box prompts you to enter data. (If you are using a
mouse, 8 message reading *Click here 10 add a ransaction” appears. Move the pointer to the
message and click the mouse button.)

3) The m are going to enter involves a check #238, written to your
po s Muumd*m:mmﬂn
wnhdpmuhm part of the uansaction as explained below. [f you make 2
mustake, press Delete to erase the entry; then type in the correct information. To move back
anpul—;unrhﬂfq press — or Tab. To indicate that the

¥ , press Retura When th
is entered correctly, it will look like this:

Doy | ¢ | Payeow | Acomtt | Accowarz | A
5 | 28 | BmwoodMasket | checking |

Day
Enter the day on which the transaction occurred by typing in § and pressing Return.

Enter the check number by typing in 238 and pressing Return. |f you wanted to enter 2
different kind of transaction (a deposit or a fee, for example) you would type in the first letter of
&nmdmmm{waqﬂumuhmdhm}.

.

Payee & Memo

Enter the name of the to whom the check was written — Elmwood Market — in the
Payee/Memo window. You can fill the entire window with text. However, only the first 20
dumﬂmu&uhmudn&l—l-mumnmud

the Payee/Memo window

Account 1

With On Balance you can create accounts as y uansactions Each
two accounts &mlnﬁmhdﬂmumwm Since this
transaction records activity in your checking account, enter *checking.* Press Return

O Halance will ask if you want to create 2 new account I’rcn’t'{lor yes). On Balamce wall then
ask if the account is an Asset, Liababity, Income, E oA type Since
dmmnmmuwdmmch«hngm dlxhumm(mylhumm}m
A for “Asset. " Press Return

A note at the bottom of the screen will remind you that * This account may need its starting
balance set by an opening transaction.* You can ignore this for now. When you are ready to
€NLET YOUT OWN LrANSaCtions, m&-qlﬁmmﬂnhfmnus«mn[h&l‘hr
User’s Manual

(k&hmwtﬂmnkfmd\e&mpmwhwhymw;nuom(lud:d\cmuntﬁmmp
1s optional. For now, ignore it by pressing Return When you are ready to enter your own
transactions, see Groups in the Reference Section of the Ow Balance User's Manual,

Account 2

mlmwuwmmhmnmmumuw
the check you wrote was for grocenes, enter “grocenes” for Account 2. Press Return. When
Mimmmmnnwmm‘mu ). You will then be asked to speaify

the account type. Since g are an exp for “Expense * You will be prompted
hammm;wm{mmbymm
Amount

Enter the dollar amount of the transacuon, $47.50. Press Return

The completed transaction will be dupuycd on the Register. The balances for the accounts
involved in the tansaction are displayed below.

4) Check the transaction to see if all the information 1s correct. You may change any partof it
Zuun; the arrow keys to move the highlight box into the Register. When the part you want to
nge is highlighted, simply type your new information over the old

5) To delete the entire transaction, move the box anywhere withun the ransactuon,
then press ) -Delete. A line will be drawn through the transaction and you wall be asked if
yOu are sure you want to delete it, Anm'f[fnryﬂ} The transaction will be deleted, but the
two accounts you have created will remain and you may continue to use them. To delete the
mmnmbﬁumhk&m&umf&mmw.

Now that you have leamed how to use Ox Balance by entering a sample transaction, you can
Euzcdwmrmmbunmlumm For a full understanding of all the 3]

atures, see the On Balance User's Manual Fay p ! to Section 1, of
Hmfhlmudm.!.lkh‘&m hrd:uﬂsmhwwwdumm‘l




ds, see the alphabencally amanged Reference Sectioa. Topcs

*Apple © Commands * Accounts » Budgets + Calculator + Flags * Note Pad + Reconciliation *

* Recurring Transactions » Register

& Commands

*Reports * Search Split Transactons +

shortcut commands are available fro vhy gram. To use them, hold
Meﬂmdhﬂﬂﬁﬂpﬂﬁhw h“Mﬂhﬂ

these commands work, see
4-A
[« ]
o<
4D
(<23
<
A-H

(=L

G-M
4N
4-0

a-F
¢-a

Commands in the Reference Section of the Ow Balance

Account List: Displays a list of all account
names you have created.

Beginning of Data: Moves the cursor to the first
transaction of the month, or first item in a

list of accounts.
Calculator- Calls up the on-screen calculator

Delete Character: When editing text, deletes
character located just above the cursoc

End of Data: Moves the highlight bax to the

last ransaction listed in a register, or the
Lastitem in a list of accounts.

List list of
B et
Hard Copy: Prints a copy of whatever is on
your screen. K
the
i
-dyuqedyuulz.
mhmhqmmm
specify. :
Menu: Returns you to the Main Menu.
Note Pad: Calls up the on-screen Note Pad.

Okay: Confirms information in dislog box or
sreen.

Prine: Prints out whatever you are working on.

Quit: Lets you leave On Balance and start
another program or create & backup data disk.

3R

a-s

O-Delete

a-1
Aa->

at
al
G-

Save Saves data to your data disk Use thus
ans;:mdwaudm

ek Ch

Lets you type i pants of
prnter control codes that normally cannot be -
typed in directly from the keyboard c

Delete ltem: Deletes an entire entry Noirhumeu Cl D
which deletes one character

Help: Provides help with using On Balance

Coto the Followsng Month R “'.,.',.d.il.cpmr
hlhchbwulglmﬂh

Cotothe Previous Month Retneves and d:sphysdwk‘mlot
the previous month

Up a screen: Scrolls up one Mumo{mlwmmuf
Down a screen: Saulkbnmfulmndmﬁoml‘wn

Far Right mmu.,ughmmm..m..d&m
screen or ediung area '

Far Left. Moves the highlight box to the far-left side ofYhe screen
uuimqnn ‘%k

Coto Beginning of Data A
4

Co wEnd of Dau 1
the highlight box betwgeen the

btguwrgmdmdni&wdau
Coto Entry Line m:whghh.halmmd\nnn-;knnw

bottom of the scieen, where mumunbﬁ«udﬁq
new accounts created

Move Left One Entry Area lnthdcmm Of in an entry
window, moves the highlight box one entry area to thidefr (Tab
bymllmmduhrghh;lbmmmmamduth









For more information about Bréderbund and our products, write to us at: 17 Paul Drive, San Rafael, California 94903-2101.
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