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Setting up your new AccuBalance:

1K
2.

3
4.

Charge the bartery for 3-4 hours using the adapter and cable provided.

Leave it plugged in during the setup process. Press and hold the On/Off key until it turns on.

Use the stylus end of your pen/stylus, or your fingers, to press the keys.

Press and hold the “Link” key until the screen flashes (3-5 secs) to access the setup screens.
Tap to select the desired date format for your transactions (Fig. 1), then tap “Next”.

Tap “Help” on any screen for more information.

Enter Desired Date Format:

[® MM/DDAY Y YY
OR
O DD/MMIYYYY

Next | _Help |

Fig. 1

Tap to select the desired time format to set the time (Fig. 2), then tap “Next”. “12-Hour” is the
P : : ok S SR
typical formar used in the U.S. (with AM/PM), and “24-Hour”is also known as “military time”.

4



Enter Desired Time Format:
® 2-Hour |

OR Fig. 2

O© 24-Hour

Next| _Hep |

6. Enter the current date and time (Fig. 3) using the number keys, tap “Next”, and wair a few
seconds. If you need to replace existing entries, see page 11. Formats on this screen will be
based on your selections in steps 4 & 5.

Enter Current Date:
[03)/[o1 [/ 2011 | (MM/DD/YYYY)
Enter Current Time: Fig- 3
03]: [ 27] O fM @FPM|
Next | Help
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7. Enter your account number and beginning balance (Fig. 4). Your beginning balance should
be the closing balance on your most recent bank statement. You can also use the current
running balance in your paper register, or the current balance as reported by your bank.
Tap “Done” and that’s it! You are now ready to start “being in balance” with AccuBalance.

Enter the Account Number for this Register:
(2000212393488 |

Enter the Beginning Balance for this Register: Fig. 4

% 35627 | ONegative ® Positive

DOone He|2|




Using AccuBalance:

L. Practice entering transactions — try entering some transactions for practice to see just
how easy it is to use AccuBalance. The “Sample Transaction Entry Guide” can take you
through entering some common transactions. It can be found on the CD included with
your AccuBalance and online at www.accubalance.com under “Support”.

2. Navigation — tap the screen with the stylus end of your pen/stylus, or with your fingertip,
to move the cursor from field to field.

3. Entering transactions — Fig. 5

| 1008 @ 02/15 PHONE COMPANY

NO. - Tapping this field will automatically enter the next check number in sequence. This
number can be replaced to enter checks our of sequence. You will need to enter the first
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check number before auto sequencing will start. Auto sequencing is based on the last check
number entered. Use this field only when writing a check for a transaction.

DATE — The default is the current date but can be replaced by rapping this field and selecting a
date from the date pop-up screen. Transactions will be displayed by date.

DESCRIPTION - Enter any letters or numbers for the description. Descriptions will auto-fill
based on your drop-down list (see 4 below), or you can pick a description from the list by tap-
ping the arrow at the end of the DESCRIPTION column. Your drop-down list can be created
automatically as you use AccuBalance (see Automatic Description Add Feature in 4 below).

v’ — Tapping this field will enter a check mark designating this transaction has cleared your bank.
You should use this field only when reconciling with your bank statement. Check marks will
be entered automatically when you use the Reconciliation Program.

C - Enter any combination of two letters or numbers for an expense code, if you use them.

PAYMENT or DEPOSIT — Enter the amount of payment or deposit using the number keys.

The transaction will be entered automatically when you enter the cents. Whole dollar
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amounts (no cents) can be entered by tapping the down arrow key after entering the dollars
and zero cents will be entered automatically, or you can enter “.00".
BALANCE - The balance is calculated automarically.

Cleared Balance — The cleared balance is calculated automatically based on transactions that
have cleared your bank (transactions with a check mark in column 4).

4. Using the drop-down list — tap the arrow at the end of the DESCRIPTION column to
access the list. Tapping “Edit List” at the top, allows you to Add/Change/Remove entries
(Fig. 6). This screen allows you to enter recurring amounts and expense codes which are
automatically entered whenever this description is used: The “Automatic Description Add
Feature” can be turned On/Off and automatically adds any description entered in column
3 (Fig. 5) to the list if it has been used previously within the past 40 days. This feature has
priority over removing a description from the list. Navigation to a point in the list can be
done by entering characters in column 3 before tapping the arrow to access the list. With this
feature turned on, your drop-down list will be created automatically as you use AccuBalance.
The list contains the following default entries: ATM Deposit, ATM Withdrawal, Bank Fee,
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Deposit, Direct Deposit, Monthly Fee, Overdraft Fee, Payroll Deposit, Transfer From
Savings, Transfer To Savings, and Withdrawal.

Add. Change or _Ffemnve this__ Descrbtimi_ v
]

Amount: | OPayment ®Deposit Fig.6

Expense Code: -
Automatic Description Add Feature: ®@on O Off

Save| Removel Cancel _Hei |

10



S. [Edit entries — to edit any entries you have made, you can delete characters by “selecting”
the characters to be deleted, then press the “Space” key ( _). To “select” characters, tap
the screen next to the first character, and drag the stylus on the screen to highlight the
characters to be deleted. To insert characters, tap where you want insert and start typing.
The keypad is always in insert mode. To replace characters, select the characters to be
replaced, and type the new characters. You can also void an entire transaction by selecting
the entire description, typing VOID in the description field, then tapping “Yes” in the
confirmation pop-up. This will delete the transaction. You cannot void a transaction
that is cleared (a check mark in column 4).
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Installing the Reconciliation Program:

1. Insert the mini-CD that came with your AccuBalance into your computer. If your computer
does not accepr the mini-CD format, a regular CD can be requested from the company or the
software can be downloaded from www.accubalance.com. If the installation program does not
start automatically, go to your computer’s disk drive and double-click on the setup.exe file
(Windows) or AccuBalance_Installer.pkg (Mac).

2. Follow the instructions on your computer screen to complete software installation

3. For Windows: Connect AccuBalance to your computer using the USB cable that came with
your AccuBalance, and wait several seconds as your computer recognizes the new device.

You must restart your computer as instructed after installing the software and connecting
your AccuBalance.
For Mac: After restarting your computer, login to your user account, then connect
AccuBalance to your computer using the USB cable that came with your AccuBalance, and
wait several seconds as your computer recognizes the new device.
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Using AccuBalance with your computer:

1.

]

Once the Reconciliation Program is installed, your AccuBalance should automatically turn
on when the cable is connected.

Tap the “Link” button on your AccuBalance to get the Main Menu on your computer
screen (Fig. 7). If the Main Menu does not appear, please check your cable connections, and
rap the “Link” button again,

The Reconciliation Program will allow you to reconcile transactions with your bank, save
your transactions to your computer for easy viewing and printing, and export transactions
into Quicken and MS Money.

For help with this program, you can access the AccuBalance Help System by pressing
“Help” on the Main Menu.



Al AccuBalance Main Menu

Welcome to the AccuBalance Reconciliation
and Register Management System

Get Bank Statement and Reconcile
Save Current AccuBalance Register
View or Export a Saved Register

ENIETS
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Where to get help:
1. For additional help with your AccuBalance, you can tap the “Help” button on the setup
screens (Fig. 1 - 4) and on the “Edit List” screen (Fig. 6).
2. For help with the Reconciliation Program, press the “Help” button on the AccuBalance
Main Menu on your computer (Fig. 7).
3. The AccuBalance User Guide and AccuBalance Help System are available on the CD that
came with your AccuBalance and online at www.accubalance.com under “Support”.
4. Email support@accubalance.com with your name, phone #, and brief problem description.
5. You can contact technical support toll-free for 90 days at (877) 963-3490.
End User License Agreement:
Copyright © 2003-2011 AccuBalance Corporation. All rights reserved. AccuBalance, and the
AccuBalance logo, are registered trademarks of AccuBalance Corporation in the United States,
and may be registered in some other jurisdictions. Use of this product is subject to the accep-
tance of the license agreement, which is available on the CD included in this package and on
the corporate website www.accubalance.com. This product is protected by one or more patents

of the U.S. and foreign patents as filed with the PCT.
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