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Welcome to
Big E-Ze Home Budget Manager

for Microsoft « Excel

Overview

Big E-Z® Home Budget Manager will enable you to track actual income and
spending and compare it to budgeted amounts. Not only can you record the
checks you write but also any cash and credit card spending too. It takes only
minutes to reconcile with your bank account statements using Big E-Z Home
Budget Manager. All of this will help you keep simple, accurate records and stay
organized for tax time.

You can easily view your income and spending habits on the automatic charts
provided. Once you know how much money is coming in each month you will
have a better idea of what is left over to save or spend. This will help you overall
to make better personal finance decisions.

Microsoft® Excel 2003 or newer is required for Big E-Z® Home Budget Manager.

Basic Worksheets

Big E-Z® Home Budget Manager is composed of eight worksheets:

The Settings worksheet is for recording your name, month and year of your
records.

The Deposits worksheet is for recording all of your bank deposits.
The Checks worksheet is for recording all your checks and debit card spending.

The Cash&Charges worksheet is for recording all your cash and credit card
spending.

The Bank Reconciliation worksheet is for reconciling your records with the bank
account statement.

The Incomeé&Spending worksheet gives you a summary of all of your
transactions for the month.

The Charts—Spending is a visual display that helps you compare actual
expenses to budgeted expenses.

The Charts—Income is a visual display that helps you compare actual income to
forecasted income.



Additional Buttons

The Show Help/Hide Help button will help you to enter information into the
correct areas on each of the worksheets. Each worksheet has its own Show
Help button, which must be turned on and off individually.

The Print button will give you a preview of the report you are about to print. Print
only the pages you need by changing the print range. The Big E-Z default print
settings are designed to create user friendly reports but you may need to make
adjustments to the settings on Microsoft® Excel's Page Setup. If you would like
to return to the Big E-Z default print settings open a new Big E-Z workbook, click
on the desired worksheet tab, click on Print Report , Setup to view the Page
Setup settings.

Making Changes

Changes to the category titles are made on the Deposits and Checks
worksheets. These changes automatically flow to the Cash-Charges and Income-
Spending worksheets. Change category titles at the beginning of the year only.
There are blank columns to add categories throughout the year. Once they are
added they should not be changed.

Please note: Changing category titles during the year will cause totals to be
incorrect.

The flexibility of Microsofte Excel allows the experienced user to create formulas
that add further automation and functionality. Please note: Big E-Z Bookkeeping
Co. does not provide customer support in regards to adding, deleting, or
changing formulas, or returning the program to original form as a result of added
formulas or program modifications.

Set Up My Categories Workbook

Once you have determined which categories to track it is a good idea to set up a
My Categories (or master copy) workbook. You may do this by opening a blank
workbook then change the column titles to reflect the categories you will need to
track throughout the year. Before you start entering in data use the Save As
command to save it as “My Categories” or something similar. This will save you
time from having to change the column titles each time you open a new monthly
workbook.



Getting Started

Open and Name a Workbook

Start by opening a workbook. Go to Start, Programs, Big E-Z to run the program.
You will receive a Security Warning asking if you want to Disable or Enable
macros. You must choose ENABLE to run the Big E-Z software. Then you will be
asked to enter your License Key (or Serial Number, if downloaded) Code.

Once it's open you need to name it by clicking on File, Save As and typing in a
file name such as MyNameJanuary200X. You will want to open a new workbook
each month and repeat the instructions above. It is a good idea to keep all of
your Big E-Z® workbooks in one folder. To do this click on File, Open, then click
on the yellow folder icon (create new folder), type in a name like Big E-Z
Workbooks and click OK.

Complete the Settings Worksheet

Fill in the Settings worksheet with your name, month and year of records. This
information will print on all the forms.

Set Up Column Titles

The selection of appropriate categories for column titles deserves careful
attention and will vary from user to user. Big E-Z Home Budget Manager comes
preset with common income and household expense categories that can be
customized (or in the case of blank columns--added to) by clicking the box and
typing in a new category. This can only be done on the Checks worksheet and
Deposits worksheet. You may wish to leave one or two blank columns for new
categories that may arise during the year.

A thoughtful and thorough set up will help ensure productive use of Big E-Z
Home Budget Manager. It is advisable to spend some time considering the
different categories of income and spending that you will track in order to make
good personal finance decisions. Make sure that you set up enough categories
so that you can track important information, but not so many that it would be
cumbersome, (for example having a category for “food” may be too broad,
“eggs”, “carrots”, “milk”, etc. too detailed, and “groceries” and “meals out” will be

just right for most people.

Once a category is assigned to a column it must remain assigned to that column
for the entire year to properly reflect on the Income-Spending report in the
Summary workbook (See Summary workbook on Page 17). For example, if you
have seasonal expenses such as “pool maintenance” and “snow removal”,
assign them to separate columns. If you change the “pool maintenance” column
to “snow removal”, both of these expenses will be summed together in the
Income-Spending report, but they should be separated.

Note: Once you have established a list of categories you want to track you may
want to set up a “My Categories” workbook (see previous page).



Determine a Beginning Checkbook Balance

Method A: New Checking Account

Just opened your account? It doesn’t matter what day of the month you opened
your checking account just enter a zero in the Beginning Bank Balance (Beg.

Bal.) cell on the Checks worksheet and start entering your checks. (It appears
blank but actually has a zero in it for calculation purposes.)

Method B: Existing Account

Choose which month you will start using Big E-Z® Home Budget Manager. Let's
say you decided on July. You will need to do the following:

1) Take the ending balance from the June bank statement
2) Add any deposits you made that do not appear on your bank statement
3) Subtract any checks you made that do not appear on your bank statement
4) Record this amount in the Beg. Bal. cell on the Checks worksheet. See

screenshot on next page.

[ | B [ T [ D E G [ H I d K L =«
Show Help|  Print Report| N\
Month July [ Year 200% | Bew. Bal ] B@osnsis
BANPINGULFD
Date Check Payable To or Check# (x[  Check | Checkbook|  Auto Childcare | Clothing | Dining ¢
Description
Amount Balance
Totals —

Transferred from Cash&Charges worksheet —

|LD|00 — o r_n|4=-|m [ =%

-
=

-

-
(]

-
[2%]

-
.

-
2]

-
(=]

-
1

-
=]

-
w

(5]
=

(]

(5]
(5]

(%]
3%}

(SN
[Zs

144 [» [/ Settings £ Deposits 3 Checks 4 CashéCharges /4 Bank Recondliation/ IncomegSpending | 4 |

Entering Data

Now you are ready to enter your data. You may only enter data in the blank/white

areas of the worksheets. The color-shaded areas are locked and will
automatically calculate and transfer totals for you. Enter negative amounts by
placing a minus ( - ) sign before the amount. Follow the Show Help button

instructions on each worksheet to help you when entering data.



Blank Columns

There are 6 blank columns located on the Checks worksheet. Whichever
categories you decide to use for the blank columns will automatically appear on
the Cash&Charges worksheet and the Profit&Loss worksheet. If you run out of
blank columns you may use the Miscellaneous column.
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Checks worksheet

There are 3 blank columns located on the Deposits worksheet. Whichever
categories you decide to use for the blank columns will automatically appear on
the Income&Spending worksheet. If you run out of blank columns you may use

the Miscellaneous column.
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Deposits Worksheet

This is what the Deposits worksheet looks like after entering deposits. Make
sure to enter your deposit amounts under the appropriate income category. The
Deposits Total automatically appears on Row 2 of the Checks worksheet. The
Checkbook Balance is automatically updated with every deposit you record.
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Checks Worksheet

This is what the Checks worksheet looks like after entering checks. Make sure to
enter your check amounts under the appropriate category.
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Cash&Charges Worksheet

This is what the Cash&Charges worksheet looks like after recording cash and
credit card expenditures. Make sure to enter your cash or charge amounts under
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the appropriate category.
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Bank Reconciliation—Screenshots
To reconcile your records with the bank statement do the following:
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1) Place an “X” next to each deposit (on the Deposits worksheet) that appears on the
bank statement.
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2) Place an “X” next to each check (on the Checks worksheet) that appears on

the bank statement.

EA Microsoft Excel - Big E-Z Home Budget Manager 3testl
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10 |07-08-200% | The Corner Gas Station ¥ 24.00  3,042.80 24.00
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16 |07-26-200% | The Piano Stare 20000  1,175.79

17 |07-31-200% | Cam's Lumber 317.85 857.94
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3) Enter the ending bank balance from the bank statement. Notice the
Difference is blank and you are in balance. If you are out of balance, double-
check to make sure the Beg. Bal. (See instructions on Page 6) you entered
on the Checks worksheet is accurate. Also double-check to make sure that
the “X’s” correspond to the correct deposits and checks.

O



Income&Spending Worksheet

The Incomeé&Spending worksheet automatically pulls information from the other
worksheets to summarize your data. There is a budget column to help you
forecast your income and spending. You may enter your forecast by category in
the budget column. By entering budget amounts your screen would look like this:
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Chart - Income

Chart - Spending
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Summary Workbook

To view a Summary Profit&Loss do the following:
1) Open a monthly workbook (call it 200XJanHB1, for example).
2) Create a new summary workbook (call it 200XHBSummary, for example).

3) Incell 18 on the Checks worksheet (in the 200XHBSummary workbook),
press = to enter a formula. While in formula mode, click over to the Checks
worksheet (in the 200XJanHB1 workbook) and click on the Auto Total in 16.
The following formula will be entered into the 200XSummary workbook:
=[200XJanHB1]Checks!$I$6. See screenshot below.

>

-
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4) While still in formula mode, remove the $ before the "|" then hit Enter, so the
formula is =[200XJanHB1]Checks!I$6.

5) Now fill right for all other columns. Repeat the instructions # 3 & # 4 above
for the Deposit totals also. See screenshot below.

>

6) Do the same in row 9 for February, row 10 for March, etc.

Please Note: The formulas in 200XSummary workbook will be linked to each
monthly page, so if you update those original pages, the summary will
automatically update, too.

Note: If you start using the Big E-Z mid-year you may want to enter summary
totals from your previous bookkeeping system to make sure your Summary
workbook is up-to-date.



Big E-Z Help Feature

To make the Big E-Z experience E-Z for you we've created a unique help feature
to assist you with your bookkeeping. Just click the Show Help button on each
page. This will launch step-by-step instructions right on the screen where you are
working. Arrows point where numbers, hames, dates, and other information
should be entered. See screenshot below:

Happy Bookkeeping!

We certainly hope you enjoy using Big E-Z Bookkeeping Software and will let
your friends know about our products. Visit us often at www.bigez.com to view a
list of Frequently Asked Questions and to see what's new!

Big E-Z Bookkeeping Co., P.O. Box 531707, Livonia, = Michigan 48153-1707 1-734-462-2727
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