                                     EAZY      MONEY      HELP





  HOW  TO FILL IN THE SPREADSHEET


   A) START with  ROW 1.  in COLUMNS F thru J rename the account titles to your own


     account names. always keep the number that precedes the name.  For instance if


     you rename "3CRCARD" in COLUMN H to your Visa Card it would show as "3VISA".


     These numbers are the "CODE" numbers that   you will  enter in COLUMN D when


     an entry is made.


   B) MOVE to ROW 4 and fill in COLUMN A with the starting DATE; fill in COLUMNS


     F thru J  with the Beginning Balance for each account. CREDIT CARD balances will


     usually be Minus or negative numbers when there is an amont due .


�embed Paint.Picture Object1 ���


  C) START entering transactions on ROW 5 with the  DATE in COLUMN A, the DESCRIPTION in


       COLUMN B.  The entry in Column C can be 1 of 4 choices:


                           a)  P -   The P stands for PLUS which means the transaction is to our benefit. We are either                                                                                                increasing what we own or decreasing what we owe. 


                           b) M  -    The M stands for MINUS which means the transaction is to our detriment.We are                                                                                                                          either decreasing what we own or increasing what we owe. 


                           c)  PT  -    The PT stands for a PLUS transfer.


                           d)  MT -    The MT stands for a MINUS transfer.  


                           [ IMPORTANT: The entry in column C solves the debit/credit or increase/decrease quandry. 


                           The solution in simple terms - P's [or Pluses] are GOOD; M's [or Minuses] are bad. When we   


                            put   money in our check account that's a PLUS because we have more; when we buy something                                                                                                                                             on credit that's a MINUS because we owe more. When we take something from one account to


                             put in another account we have a TRANSFER which is essentially neutral - a PLUS and a                                                                                      MINUS which cancel each other.]


                    In COLUMN D enter the CODE number for the account being used. These CODE numbers


                    are 1 thru 5 as shown in ROW 1 [ COLUMNS F thru J ].


                    In COLUMN E enter the AMOUNT of  the transaction.  If there is a P or PT in COLUMN C,


                    the AMOUNT will be a positive.  If there is an M or MT in COLUMN C, the AMOUNT will


                    be negative.





Below is a sample spreadsheet where several transactions have been entered.
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In the spreadsheet above there are several examples of common transactions. They are filled in


as follows:  1.- Fill-in Row 1 [Columns F thru J]


with the account names such as 1CHECK and 5VISA. Be sure to keep the number


in front of the name. In Row 4 [Columns F thru J] fill-in the applicable


balances; note that credit card balances are negative [minus] numbers


when you owe for purchases. 2- THE FIRST ENTRY: The first entry is a


$50 withdrawal from the Savings account on 1/1/97 [Row 5] and deposit of


that $50 to the Checking account [Row 6]. This is just a TRANSFER


between 2 accounts. The entry in Column C will  be MT & PT in Rows 5 & 6 respectively .


 Column D is for the Account Code: 1 for Checking; 2 for Savings; 3 for Sears credit card; 4 for


Master credit card; and 5 for Visa credit card. The CODE tells the program which account is being accessed.


In Column E we enter the amount. Column C tell us whether the amount is positive [a Plus or P] or


negative [a Minus or M]. When we make the entry in Column E, the


appropriate balance in Column F thru J is changed. Now our first entry is complete.


 3- THE SECOND ENTRY: Write a check (#1259) for our Sears credit


card account in the amount of $80.(Rows 7 and 8) This is another TRANSFER entry -


a PLUS [or PT] to the credit card account because we will owe less


and a MINUS [or MT] to the Checking account because we have less


money. 4- THE THIRD ENTRY: Get $40 cash from the ATM (Row 9).


This is a MINUS [or M] entry to the Checking account.  5-  THE FOURTH


ENTRY: Spend $25 for gasoline [Row 10] and pay for it with the VISA credit


card. This is a MINUS [or M] entry because we owe more. 6- THE


FIFTH ENTRY: Deposit our $225 paycheck of which we put


$175 into Checking [Row 11] and $50 into Savings [Row 12]. These are


both PLUS [or P] entries. 7- THE SIXTH ENTRY: Write a check [#1260]


for $200 [Row 13] to pay an Insurance premium. This is a MINUS [or M] entry.


 8- THE SEVENTH ENTRY: Get $50 cash [Row 14] using the Master Card. This is a MINUS [or M] entry.


