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i INTRODUCTION
Welcome to FINANCE MANAGER — a powerful, flexible and comprehensive
financial application program for the 48K ZX Spectrum.

DATA FILES (i.e. information about your accounts) are stored on a cassette
separate from the main program. A recess is provided within the FINANCC
MANAGER pack for the storage of your data cassette. A blank cassette is NOT
included with the program.

Every attempt has been made to make FINANCE MANAGER as easy as
possible to use by incorporating FULL SCREEN input and editing as well as
making the program entirely MENU DRIVEN. However a little time should be

i spent on these instructions until you get a feel for how the program works then
‘ you will probably be able to manage without them. Keep them anyway for
reference.

SPECIFICATION
FINANCE MANAGER can operate up to 255 separate accounts, plus standing
; orders and over 1800 individual transactions. AUTOMATIC DOUBLE ENTRY will
always generate and maintain both entries as they are inputted. The maximum
transaction size is 99,999.99 and the maximum individual account balance is
999,999.99.

Accounts can be MERGED, DELETED, ANALYSED, MARKED as priority,
RENAMED, EDITED and SCROLLED.

Transactions can be RECONCILED, AMENDED, DELETED, PRINTED,
DESCRIBED for analysis and RENAMED.

Standing orders can be APPLIED, REMOVED, DESChiIBED, AMENDED,
DELETED and even DUMMIED for planning purposes.

Other features include DATE CHANGE, RUNNING TOTALS, TWO KEYBOARD
MODES, PRINT PAGE/LINE/BLOCK/FROM END/FROM START/FROM DATE etc.,
RUNNING TOTALS, LIST BALANCES, EXIT TO BASIC, FIELD
ERASE/INSERT/DELETE.

TEST FILE

A test file incorporating transaction and standing order examples is
incorporated. See page 19.
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1. GETTING STARTED

To load the program type [EeZYs} ' [ENIIE}, the program will take about 2
minutes to load and will start automatically. Stop the tape immediately screen 1
appears.

The first screen to appear will request today’s date and is headed FINANCE
MANAGER. Stop your cassette recorder; you are now ready to start using
FINANCE MANAGER.

The cursor will be located adjacent to the
date prompt. Key in the date in the form xx xx
xx. Don’'t worry if any mistakes are made
these can be remedied using the editing

B @ e @ facilities described on the opposite page.

V] As we have only just started there are no
APPLYSVO's ___(Y) existing data files so we can respond to the
XY oNSTW=ANIN question with N

TR question with N

For what happens if you answer Y see para
5.3 para 6.

Leave the MY IHempty (we don't have files as yet) and using
[ HEIEE v move the cursor down to ESEINUINY< > and press[ENUEN
These actions will date the current file and bring you to the MAIN MENU.

If for any reason we instruct the program to load a file when we do not have
one and the program seems to 'hang-up’, just press the [ERIFNIEIZYSS key, this
will restore things.

2. THE MAIN MENU L

The MAIN MENU should look like this. 2.PROCESS 10's

The MAIN MENU controls the whole of R
FINANCE MANAGER we will pass via this  ANAMRMARK DR
MENU to all the various facilities offered by 6 CHANGE DATE
this program. Before we start however let's 7. MAINTAIN FILE
get to know a few details about how the 240983
various options are selected: Position cursor then press (IR

Press any key except ENIERN SR o EXVIE[N SElEl and see
what happens, leave your finger on the key for autorepeat.

The cursor should be moving through the MAIN MENU options one step at a
time. All of the menus within FINANCE MANAGER operate in this way except
that sometimes specific information is requested e.g. dates, account names etc.
in order that particular instructions can be carried out.

pPressing [ENIEERNat any time activates the option indicated by the cursor.

ENEERRis an important key as it is in effect our "do it” key.

Before we select a particular option please read the next few paragraphs

covering the main keyboard commands.
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3. THE KEYBOARD

By its very nature a finance program requires the inputting of letters and
numbers. FINANCE MANAGER features FULL SCREEN input and editing via the
cursor keys NN (5, 6, 7 and 8). To make the input of data and the use
of the FULL SCREEN facility easier the FINANCE MANAGER keyboard has two
modes so that we can switch between operating the cursors via the
LS key to single keystroke cursor movement.

3.1 MODES

The start-up mode (as seen on the initial screen) is the normal or default mode.
To obtain our other keyboard mode we must press INIVECINSEER A, a letter A
will appear in the top right hand corner to indicate that we are now in MODE A.

Try it and see.
We can toggle back and forth between NORMAL MODE and MODE A by using
SMYECINETEIRE A, try this too. To summarise:
! NORMAL MODE MODE A
Numbers single keystroke viam
Letters single keystroke single keystroke

cursors via (=S single keystroke

| The benefits of these two modes will become more apparent as we progress
through these instructions.

‘ 3.2 EDITING COMMAND KEYS
During the course of these instructions and your use of FINANCE MANAGER
there will be many occasions when it will be necessary to correct or erase fields
of data. There are three field editing keys built into this program and they are
listed below.

ERASE the total field

SN SYVIBOL SHIFT |
| = INSERT within the field

EUEONGEE D = DELETE within the field

We can experiment with these later on, please note that insertion and deletion
are made UNDER the cursor.

MOVES the cursor to the start of the next entry line (we call these
FIELDS). This command should be used at the end of each line entry.

The B key has a similar effect in numeric fields (those requiring
numbers).

MOVES the cursor back to the start of the previous entry.
ADVANCES the cursor through a field and to the start of the next field.
<:1 MOVES the cursor back through a field.

An adhesive strip is enclosed with this program, this can be located onto the ZX
Spectrum cabinet behind the cursor keys to act as a reminder while you
familiarise yourself with the controls.
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4. TRANSACTION PROCESSING

The processing of individual transactions will make up the bulk of any
household or business accounting work. FINANCE MANAGER features
AUTOMATIC DOUBLE ENTRY for all transactions logged into the various
accounts. This saves a tremendous amount of work.

The principle of double entry assumes that every transaction appears on two
separate accounts, as a credit (+) in the account receiving the monies and as a
debit (—) in the account paying out the same sum. FINANCE MANAGER
automatically creates and maintains both the debit and the credit entries as they
are inputted. If a credit is raised against an account that does not yet exist then
that account will be created, automatically.

(if no second account is entered, e.g. when some petty cash purchase is made,
no second account is created.)

4.1 PROCESS TRANSACTION MENU
Select option 1 on the MAIN MENU and press {SNIE=38

We will now see the PROCESS
TRANSACTION MENU which offers four
options including return to the main menu
(option 4). The cursor is in the field marked

, we enter our first transaction by
typing in the name. Let's input Sainsbury’s.
You will notice that the name appears in
upper case, this helps with the analysis later
on.

We can now use our editing facilities. Try
deleting and inserting a character, try deleting
the whole field.

PROCESS TRANS.
<]
]

3, LISLBALANCES'

o
SAINSBURY

Position ¢

press [N

4.2 NEW TRANSACTION

Select option 2. PRBESEVEGENER and press [HNM=aE

Notice that we now have a new MENU [SIBE= Rz headed SAINSBURY’S.
The cursor requests the transaction amount. Remember which mode the
keyboard is in before you enter any numbers.

Enter the sum £118.65 by entering 118 [ElZA®]=4 65 (notice how the first field
starts from the right); at this stage the cursor rests on the (—) sign, is it a debit

it?
9 Soniit] Insert a (+) sign as Sainsbury’s aren't likely

to be giving us any money, complete the next
field O . We paid by cheque so

input NATWEST. Move the cursor down to
BIEeRIe]NE and enter, food, this will
appear In lower case for ease of identification

in the analysis. These descriptions are
important as we will be using them later as a

SAINSBURY '

; H
means of analysing our expenditure. Enter a

oy G monn B veor BB
Exi

ADD <®

date in the form xx xx xx, at the prompt 3|2}
pressm,[ will return us to the
MENU and etfectively abort the transaction.
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We have just made our first transaction. Pressing §SNiiEzRafter completing the
description automatically enters today’s date into the date fields. Let's move on
to the next paragraph to see the AUTOMATIC DOUBLE ENTRY, i.e. NATWEST.

| 4.3 LOCATING ACCOUNTS AND DESCRIPTIONS
Following on from the previous section we should now be back into the
MENU. We can now demonstrate a time saving feature of
FINANCE MANAGER which scrolls back and forth through all the ACCOUNTS
and DESCRIPTION FIELDS (although we only have two at the moment!). To

scroll through the accounts or descriptions locate the cursor in the
S A s e B field and to:
¢ SCROLL FORWARD SYMBOL SHIFT W
SCROLL BACKWARDS E37VI0E SHIET [@) y
Alternatively any account may be located by keying in the first few characters
and then scrolling as above. This feature operates in ANY field where an account
name or description is needed.
Example To find the NATWEST account type N as the first letter in the
field, press INIVIEIOIMSEIER W and the name NATWEST will appear in
the field. Press IEVEIMS = \V again and you will see the words OPENING
BAL.

R

The OPENING BAL. account that appears in the ILYEIRIEN field is used for
setting up the opening balance in accounts that have funds flowing in and out
(debits and credits), such as your Bank Account. This will be dealt with later on
in para 4.68.

4.4 SAMPLE TRANSACTIONS
Try inputting the following transactions just for practice. They will be useful for
the next section which deals with the manipulation of transactions within an

account.

' description who to who from amount
restaurant LUIGI'S ACCESS £ 32.00
petrol GARAGE ACCESS £:55.60
drink ACME NATWEST £ 28.42
windows BERT CASH £7%3.650
chemists BOOTS CASH £ 18.88
clothes C&A CASH £ 26.90
clothes M&S CASH £ 39.90
food SAINSBURY'’S NATWEST £118.65
food TESCO NATWEST £ 64.55
food EXPRESS DAIRY ~ NATWEST £ 18.50

The quickest way to enter a group of transactions like these is to add new
transactions to the most frequently occuring accounts, i.e. NATWEST, ACCESS
.and CASH. FINANCE MANAGER automatically sets up the
MENU to facilitate multiple transactions on a single account.

Pressing EENI{ERN after completing the description automatically enters today's
date. The SAINSBURY transaction may have already been entered in section 4.2.
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NATWEST represents payment by cheque on the National Westminster Bank.
NATWEST 1 or NATWEST 2 could be used to represent separate accounts.

The above represents a typical month’s transactions. It may seem all
expenditure at the moment, don’'t worry we will input some income later. These
transactions may be saved onto your cassette via the MAINTAIN FILE option (no.
7 on the MAIN MENU), see para 9.

4.5 LISTING TRANSACTIONS
When you have entered the transactions listed above under the heading
SAMPLE TRANSACTIONS proceed to the paragraph below.

DEFINING OUR LISTING

Return to the IFEOOESSREENSMMENU, locate the cursor in the IEYNAN
field. Using the scroll technique described in para 4.3 locate “NATWEST" in the
XXl field. Press [ENIES] this will automatically move the cursor to option 1
(this is a short cut for this most frequent of operations).

Press [ENi[Eallagain and the following
screen will appear.
Looks fairly complicated doesn't it? Well this
screen is only as complex as you want to

make it as this is how we define our SRN°“Z“E
transaction lists. date from
day I month [l vear
LIST REC/JUNREC. (RIU)
[Tsrrevors g S|

Lets consider this screen sector by sector.

a) START/END/TODAY/DATE
is sector sets the starting point for the account'’s transactions to be listed.

The default is which instructs the program to list all transactions right from

the beginning. The alternatives are: :
IR The END (last) page of transactions will be listed.
Bl Transactions listed from TODAY’S date. |
2] Transactions to be listed from a specified DATE.

If the last selection [[B]is made the sector marked [REXCRIQuM will need tobe
completed in the normal way, this will become the specified date referred to 1
above.

] LIST RECJUNREC. (RIU) ]

this sector is used for listing ONLY transactions that have either been
RECONCILED, in which case [[§] is entered into field, or transactions that are
UNRECONCILED, in which case [l is entered into the field. We will see how this
is done in the next screen.

] LIST NEW/OLD _(N/O) |

this sector is used to discriminate between entries made during the current
session (i.e. since we started with today’s date) and those loaded from an old
file. We will see when we list our transactions that a + sign in the left hand
margin indicates all new transactions. Selecting [[NJj (for NEW) will simply list
these.
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