TD VISA

John Doe
123 Some Dr.
Some City

Branch
Your local Address

Statement Date

Statement Period

July 7, 2025 June 7,2025 — July 7, 2025
Description Withdrawals Date Balance
Previous Balance June 6 585.02
Walmart 63.76 June 9 648.78
ESSO Service 67.56 June 12 716.34
Netflix 19.94 June 20 736.28
Pavment - Thanks -585..02 June 24 151.26
Ford Service 730.42 Julv 4 881.68




TD Bank

John Doe
123 Some Dr.
Some City

Branch
Your local Address

Statement of Account
Branch # Account #

Statement From To

June 3,2025 — July 5,

0000 1111-2233
Description | [Withdrawals| [ Deposits Date Balance |
Previous Balance June 3 5421.42
Telus Comm 189.41 June 8 5232.01
Pavroll 1353.53 June 17 6585.54
C/C Transfer 585.02 June 24 6000.52
Pavroll 1353.53 June 24 7354.05
ABC Management 1950.00 July 01 5404.05




Let’s get started.

The first thing that needs to be done is change the USER NAME and PASSWORD. The demo version is
set up with the USER NAME (ADMIN) and PASSWORD (ADMIN). So, after you log-in with that info you
should click on USERS fab and CHANGE NAME then CHANGE PASSWORD.

LOGIN Structure Assets Pay Methods People Veh

User ID ADMIN =2
Password ok pe
Leve ADMIN

CHANGE CHANGE

PASSWORD NAME UNDO

To do this use the USER ID (ADMIN) and the PASSWORD (ADMIN). The CHANGE PASSWORD and
CHANGE NAME buttons are available.

To change the USER NAME simply click the button and enter a new name in the field that is highlighted
next to the USER ID box then press the SAVE button.

To change the password you first have to select the user you want, enter the proper password then click
CHANGE PASSWORD button. This will give you a field for you to type in the NEW PASSWORD. Then
press SAVE and your set.

NOTE:
ONLY ONE USER IN THE SYSTEM CAN BE DESIGNATED AS ADMIN.
(The rest of the users will be STANDARD)



Now we are off to do more background setup. The next thing you need is the create the various types of
methods that you require when it comes to recording transactions of all types.

Select the PAY MTHODS tab.

LOGIN Structure Users Assets
Account Admin ~
Operating Year 2025
1 You see the options available.
CASH
Payment Type ~ CARD
CASH
Reference Number
CARD BANK
Display Name BANK INVEST
Statement Starting Date INVEST
Statement Closing Date )
Each one of these options have data
Tab Display Title to identify the way transactions get
stored for analysis and reporting
Adjustment S 50.00 purposes. Each of these options
have the following fields:
Active (] False

UNDO SAVE

PAYMENT TYPE (Cash, Card, Bank, Invest)
REFERENCE NUMBER (like a bank account #, credit card #)
DISPLAY NAME (descriptive name on reports)

The statement dates (starting,closing) specify the statement period for transactions used for reporting
purposes. Required to reconcile credit card, bank etc. statements.

STATEMENT STARTING DATE (month, day, year) ** use Jan as month

STATEMENT CLOSING DATE (month, day, year) ** use Feb as month

TAB DISPLAY TITLE (Tab display in transaction module)

ADJUSTMENT $ (Opening balance for the start of the OPERATING YEAR)

ACTIVE (True or False — False hies this pay method)



So, click on the PAY METHODS tab and let’s get started.
** each user has it’'s own list of Payment Types (all or some of the 4 types)

Let’s do the CARD payment type. Using info from this specific Credit Card statement.

Account

Operating Year

Reference Number
Display Name
Statement Starting Date
Statement Closing Date
Tab Display Title
Adjustment §

Active

ADMIN ~

2025

CARD A

CARD ACCT #

Credit Card TD
Jan 06/2025
Feb 07/2025

TD Visa

5585.02

True

Now let’s do a BANK payment type. Using info from this specific Bank statement.

Account

Operating Year

Reference Number
Display Name
Statement Starting Date
Statement Closing Date
Tab Display Title
Adjustment §

Active

ADMIN ~
2025
1
3
BANK v
1111-2233

Cheque Account-TD
Jan 03/2025
Feb 05/2025
TD Chequing
$5,421.42
True




Now let’s look at how to build and post transactions that you regularly need to make (recurring). A good
example would be “Rent” or “Mortgage” payments. For this example, we have setup a monthly rent
payment. Looking at the list on the left side you will see Grp (group). With this example we wanted Rent
to go to an account called “RENT” as well as an amount to “Vehicle Parking”. A single group # with two
accounts. Making a single entry to the “TD Chequing”. This is done by using the same GROUP # when
creating the “Recurring Entry”.

IUsel”Grp H Posted Date || Description

1 01

1 01 | Jul01/2025
1 02 | Jun 24/2025
1 02 | Jun 24/2025
1 03 | Jun 24/2025
1 03 | Jun 24/2025
1 04 | Jun 20/2025
User Account

Monthly Rent
Monthly Parking
Weekly Wage

Weekly Overtime
Transfer to Credit Card
Visa Payment

Monthly Membership

! 1}
e Ok 50-00
kA 1153.53-
ook 200.00-
e ek ke 585-02
3K ok 585-02_
HH R 19.94

Group Number
Posting Date
Statement

Amount

Where Expensed

Monthly Rent
Monthly Parking

2025

01 Posting Day

=

Aug 01/2025
1 ~
1900.00

ABC Management
Monthly Rent
TD Chequing

Rent

Recurring Items

ook ok ke

e 3 ek 50.0

CLOSE POST




OK let's do a TRANSACTION / REPORT. For this example select Account Statement. This will open the
options for reporting. Select USER ACCOUNT and Year of the report. Two options are available.
Statement which will produce a report on activity that has been “CLEARED”. The other option will
produce a report of ALL transactions a useful report used to reconcile a statement issued by Bank,Credit
Card etc.

In this example, select Statement for “Credit Card TD”. Then you need to select the statement #1 to 12.
These represent the month of the statement you are wanting to produce. In this example the statement
date is #6 (June 6, 2025 to July 8, 2025). These dates are set by the Starting and Closing dates set in the
“PayMethod” for this account.

Assets | People | Transactions | Fuel / Service | Account Analysis | Financials

Double Click an item to either view report or make other selection

Account Statement

Accounting Audit Report

Accounting Audit- Group/Category Report
Accounting Summary

ADMIN =
2025
O Statement () Reconcile
Accounts Cash Account - Statement #
Credit Card TD ; I
Cheque Account - TD a
TD Investing 5
7
8
| Jun 06/2025 | | Jul o8/2025 | i
| PREVIEW Report 11
Account Statement
Credit Card TD Jun 06,2025 < > Jul 08/2025
Account Balance Forward RECONCILED 585.02
Jun 09,2025 Walmart [ ] 63.76
Jun 12,2025 ESSO Service ] 67.56
Jun 20,2025 Netflix ] 19.94
Jun 24,2025 TD Visa ] 585.02
Jul 04,2025 Ford Service Dept ] 730.42
Net Change to Account [ 296.66 ) New Account Balance 881.68




This time we need to enter the receipt for a visit to the local grocery store. We purchased a variety of
items that we broke out of the total receipt. The total receipt was $122.79. But we wanted the entries to
be separated to different areas, to track where the money was being spent. In this example we entered
$28.47 to Bathroom, $15.99 to Coffee, $12.57 to Cleaning. This totals $57.03. So, for the last entry
Groceries, in the amount field we entered (the total) 122.79-57.03 (running total of the other items) and
the math tells us the Groceries amount is $65.76. Now we can look back and track where the money was
spent and at the same time we have an entry to balance the Credit Card (TD Visa). Easy-Peezy.

ADMIN v | | 2025

Accounts

Transaction | Find a Transaction

Transaction Date Aug 01/2025 | Pay Methods |TD VISA v
Where Expensed DT Grocery v
Description Groceries v
Amount 122.79-57.03 Transaction Tota 57.03
GL Accounts | Groceries |
Statement 7 ~| | Jul06/2025 > Aug 07/2025 |
0 Aug 01/2025 Bathroom Products -
0 Aug 01/2025 Coffee HokkkwoRk 15.99
0 Aug 01/2025 | Cleaning Products HkHHHE 12.57
- UNDO SAVE

*ookkkkk co e

Aug 01/2025




Now we want to enter credit card charge for fuel and a car wash at the local gas station. In this example
its at ESSO Service on June 12, 2025. The price at the pump is $1.319 and we bought 39.89 litres. Our
odometer reading was 550 kilometers. We also bought a car wash for $14.95.

Each of the items need to be entered separately. When you CREATE an entry, the first question is if it'’s
FUEL or OTHER.(these are two options buttons beside the CANCEL, UNDO buttons). The next thing is to
select the PAY METHQOD (credit card) then the date. The other fields are self explanatory.

After you SAVE the fuel charge, we will enter the Car Wash charge. So the next button to use is MORE.
This will allow you to add the car wash charge. This time select OTHER option NOT FUEL.The necessary
data will carry forward from the Fuel entry so you need to type in a new DESCRIPTION (Car Wash) and
then the amount $14.95, select the GL Account (Vehicle — Car Wash), the statement number and SAVE.
When you are finished doing all entries, you have one last button to click. UPDATE. The UPDATE
function will save these entries to the database.

Admi 2025

Transaction Dat Jun12/2025 | PayMethods | TD VISA . | Distance |
where Fuele p— - 415
Vehicle Fuel 10.404
39.890 | Amount 5261 | 14.95 . 135
Acco 3 t
6 Jun 06,2025 > Jul 07/2025 |
! ESS0 Service vewk o261 F SAVE
lun 12/2025 550 ES50 Service Rt 1495 O
UNDO
FUEL




So now we have a Work Order for vehicle serve at a local dealer. In this example it’s a work order from
Ford Service Dept. Work Order # FS-07020 on July 4, 2025 for $730.42. The work done was Oil Change
and Exhaust Service. The next thing is to select the PAY METHOD (credit card) then the date. The other
fields are self explanatory.

([ seRwicE
Transaction Date Jul 04/2025 Pay Methods [TD VISA v -
Where Expensed Ford Service Dept ™
Work Order # Work Done Qil Change and Exhaust Service
Amount 730.42 | Odometer 550

| Vehicle - Maintenance |

Statement 6 «| Jun 06/2025 > Jul 07/2025 | SAVE

UNDO




Now there is a report option specific to Vehicle operations. More importantly if provides great information
on fuel costs and distance travel. This report requires a Starting and Ending date for the report and which
vehicle or ALL to report on. You also select which of three reports to use.

Fuel (only fuel transactions)
Other (fuel and other ** like Car Wash)
Service (just service transactions)

ESCAPE -

FUEL | SERVICE REPORTS
YEAR for Report | 2025
STARTING Date | Jun 01/2025
CLOSING Date Aug 29/2025

WHICH Vehicle

REPORT Type Fuel
Other
Service

PREVIEW Report

VehicleLedger Service Report Reporting Period :  Jun01,2025  <TO>  Aug 29,2025
VehiclelD Description Model Serial
1 ESCAPE ESCAPEXLT  123456789-020
[pate | [oDOMETER | [ WORK ORDER | | WHERE SERVICED || work DONE | [ amount
Jul 04/2025 550 FS-07020 Ford Service Dept Oil Change and Exhaust Service 730.42
ESCAPE REPORT TOTALS 730.42
VehicleLedger Fuel Reporting Period : ~ Jun01,2025 <TO>  Aug 29,2025
VehiclelD Description Model Serial
1 ESCAPE ESCAPEXLT 123456789020
| DATE | |opomeTer | pRicE | [KilomTERs || uTRes || k||  miEs | [Gallons || mPG | | AMOUNT
Jun12/2025 550 0.000 415 0.00 .000 258 0.00 000 14.95
Jun12/2025 550 1319 415 30.80  10.404 258 878  29.398 52.61
ESCAPE REPORT TOTALS 830 3989  20.807 516 878 58797 67.56




