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1. Introduction
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2. Minimum Requirements
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3. Installation
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3.1 Installation from a Desktop

5 * ZIPK -
/
2
4 & +
% =2
: LD %
I # %.M +
K e - .
* 1,1

N >
(**
) L =
/ 1 1o~
L6C
2 % *
L *
4 = =

k3
1,1

1;$

%



4. Getting Started

ExpenseManager

Main Menu
2
4 Manage Expenses
&.1Spending By Category
E¥Expense Summary
s0enerate Report
&JExport Records
4] Tools

4.1 Setting your Preferences

$ - * . (

5 ; Preferences

> 1 B Default Currency

5 P 4 & USD (United States, Dollar
’ Payment Method

American Express
Export Format

HTML
Send Reports To:

1 " 1 $ 'Tools" -> 'Preferences’ IMain Menul.



4.2 Supported Currencies
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4.3 Categories
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1 > 16 built-in categories *
unlimited number of cateqgories 3
ExpenseManac Edit Category Details
s a==al ~dd New Category Category : |
Delete Monthly Budget : @
& Bus Back lcon
& Car Copy e 4
@ Entertainn Bxit < g
= Fax 4 ©
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4.4 Payment Methods
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5. Using ExpenseManager

5.1 Adding and Managing Expense Items

= Date: !
= Description: %

= Payment Currency: !
=  Amount Paid: !

= Exchange Rate: !
£

" 05
=  Amount: ;
; 0+
0 & 0

= Payment Method: !

= Category: !

‘Tools’ -> ‘Delete Expense Database’
‘All Records but keep current month’s’

5.2 Spending By Category

1 *

‘Spending By Category’
Menu’

N - *
+

0%

‘Add Expenses’

1

5 +

‘View Records’
‘Spending by Category’

05

‘Manage Expenses’

‘Main

‘Main Menu’.

Expense Details

Date 75 Feb
Description :
Payment Currency
uso

Amount Paid :
Exchange Rate : .H8HHA
Amount :
Payment Method

American Express
Category

Airfare

‘Main Menu’.

"8 (Main Menu’
‘All Records’
Spending by Category
Category Total edge
< Meals 1 O i F
&3 Medical i 1 1 i
Grand Total: ZHH.An



5.3 Generating Reports

— - * * >
? 3 + CSV (Comma
Separated Values File) * - 1
$ ‘Generate Report’ IMain Menul

& "2
Customization options:
1. Date
N * >
Note: ** 0= 0 LI

2. Amount and Payment

. # (Include Amount Paid & Exchange Rate’ >
‘Amount Paid'$ 'Payment Currency’ '‘Exchange Rate’
s # 'Include Payment Method’ >

3. Categories

s # 'Include Category information’ >
° N * e
>+
6 " '‘Generate & Send’
ExpenseManager oelect Expense Report INizard
: ~ Help Date Options
Main Menu
& AddE About [ Al Dates
= XPENSES Exit » Date Range
_+Manage Expenses
&15pending By Category
E¥Expense Summary
=
& 1Export Records
4] Tools

Starting Expense Report Wizard Expense Report Wizard :: Step 1



Expense Report INizard

From 1 Mar
To 9 Mar 2887/

Amount Options

+ Include Amount Paid &
Exchange Rate

Payment Options

+ Include Payment Method

Expense Report Wizard :: Step 2

5.4 Exporting Records

E

Values File) HTML

, > export >
Records -=> All Records. 1 *
Send

/ > export
Export Records 7Q Selected Category
Send
2, > export +
.
Expense Summary >
Main Menu
ExpenseManager oelect
Main Menu |k
" About
= Add Expenses Bt
_+Manage Expenses
&15pending By Category
= |
s0enerate Report
& JExport Records

4r{ Tools

Expense Report INizard
Category Options

Include Category information
Select Categories to include
+ firfare

+ Bus

« Car

+ Entertanment

+ Fax

+ broceries

+ Hotel

~ Laundry

~ Meals

+ Medical

Expense Report Wizard :: Step 3

-

CSV_(Comma_Separated

$ Main Menu Export
$ +H
$ Main Menu
> L
Export Summary - +

> Expense Summary

Expense Summary

Expense Summary for :
Bl Current Month
' Previous Month




Expense Summary : June

Total Expenses : #58.88 LS

Details:

<& Meals :
Actual - 58.86
Budget : x Mot set x

&3 Medical
Actual : ZBA.BA
Budget : 404.80
v” Dif ference : 2009

Expense Summi: |[=aiw s 15 el

Total ExpensesliiElES

Details: Copy
s Meals : Close
Actual : SHBL

Budget : x Mot set x

&3 Medical :
Actual : Z8A.84
Budget : 484.80
v” Difference : 2080




6. Feedback & Support

6.1 Technical Support
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6.2 Feedback and Upgrades
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