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1.1

1.2

Credit Card Recordkeeping

If you're a business professional and use one or more credit cards to pay for your business expenses,
then Credit Card Recordkeeping should be on your list of MUST have software tools.

CREDIT CARD RECORDKEEPING IS CROSS-PLATFORM

Credit Card Recordkeeping is a cross-platform application and is available for both Apple's (OSX) and
Window's (Vista, Windows 7, and later) operating system. The screen shots presented in this help file
are as they would appear in Apple's OSX; however, the differences between OSXand Windows are
mostly superficial. Any significant differences will be described in the appropriate section.

Welcome to Credit Card Recordkeeping

Welcome to Credit Card Recordkeeping (CCR) and an easier, faster, more complete way to document
and categorize your credit card business transactions.

CCR is a software application that turns your credit card statement into a posting document for your
accounting software. Up till now, you've probably been making notes on your credit card statements to
identify expense categories that transactions should be charged to. Or perhaps you've been using a
spreadsheet to try and capture this information. Both of these are very time-consuming and can easily
result in errors or lots of wasted time trying to reconcile category totals with the transaction totals on
your statement.

And if you've ever had to go back and find a past charge, you know the difficulty and time that can be
spent trying to locate a transaction.

CCR is the new way of maintaining a complete archive of credit card business, and non-business,
transactions that takes less time, is easy to implement, and eliminates the time wasted trying to ensure
accuracy.

Overview

The first thing to understand when starting to use CCR is that even though you will be entering all your
transactions into CCR, thanks to such built-in features like auto-complete fields, automatically adding
recurring transactions, auto assignment of company and expense category for vendors based on prior
entries, and entering new accounts, expense categories, and vendors on the fly; entering credit card
transactions is NOT a time consuming process. This can not be understated. You will literally be able
to enter your transactions faster than you could just code them on your statement and add them up.
Once entered, the huge benefit is that CCR now contains:

1. A data repository for all credit card information including: card numbers, expiration dates, cut-off
dates, contact information, charge limits and more.

2. Alist of all companies that you use your credit card to pay for business, and non-business,
transactions.

3. A list of expense categories that credit card transactions will be assigned to.
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4. A list of vendors that you purchase assets, pay liabilities, or due business with.
5. A complete archive of all credit card statements for current and future reference.

Additionally, you will not only be able to obtain a statement summary showing all charges by company
and expense category, you'll also be able to generate management reports for a range of dates, vendors,
or expense categories to determine when and who you are doing business with. No other method or
software system exists that will provide you with this kind of detail information in such an easy to use
interface.

Once you start using CCR, you'll stop putting your credit card statement on the back burner because
you don't want to deal with the drudgery of analyzing and categorizing transactions.

1.3 Sample Data File

For your convenience, CCR is distributed with a sample data file that you can use to test it's features.
To select the sample data file, select Preferences (Options in Windows) from the Home screens toolbar.
The Preferences screen will be displayed as shown below.

Credit Card Recordkeeping - Preferences

Folders Password / Encryption Email Settings Updates |
l?] Prompt for confirmation when clicking the Exit button on the toolbar?

Database Created: Monday - August 29, 2011 9:41 AM

Done

When the Preferences (Options in Windows) screen is displayed (see below), click the Folders tab. At
the bottom of the Folders page is an option to change to select the sample data files or your live data
files.

It is important to note that each time you start CCR, your live data files (the ones that will eventually
contain your data) will be selected. You will have to go to the Preferences screen whenever you want to
use the sample data file and select them on the Folders page.
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2.1

Credit Card Recordkeeping - Preferences

| General Settings Password |/ Encryption Email Settings Updates |

Default Data Folder Macintosh HD:Users:jjfcpa:Documents:CreditCardRecordkeeping_Data:

{ Data files are created here by default. )

Backup Folder Macintosh HD:Users:jjfcpa:Documents:CreditCardRecordkeeping_Data:BACKUPS:

{ Backups will be saved in this folder by default. ¥

Quick select your LIVE data or the SAMPLE DATA file:
(+) Live data file
Macintosh HD:Users:jjfcpa: Documents:CreditCardRecordkeeping_Data:

(_)Sample data file

Macintosh HD:Users:jjfcpa: Documents:CreditCardRecordkeeping_Data:SAMPLEDATA:

Done

You will be able to tell that you are using the sample data files because all the credit card descriptions
include "( Sample Data File )" in their description. Howevwer, if you edit the descriptions in the credit card
data entry screen and change them, this may not be the case.

You can always go to the Preferences screen, Folders page, and it will tell you which file you have
selected.

Starting CCR

A splash screen, or startup screen, is displayed when you start CCR. At the bottom of the splash
screen is the version of CCR that you are using. The version information can also be found on the About
Credit Card Recordkeeping screen, which can be displayed by using the option located in the Credit
Card Recordkeeping menu (Help menu in Windows).

The next screen is where you need to enter a password to access your data.
Password Entry

Each time you start CCR, you will need to enter your password in order to access your data.
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Credit Card Recordkeeping - Password Request

Enter password to access your data.

Hint, enter: PASSWORD

Your password can be changed in the
Preferences screen.

If this is the first time you started CCR, the default password is set to: PASSWORD

Note that there is a password "hint" below the area where you enter your password. After entering the
default password, you'll be prompted to enter a new password.

It doesn't matter whether you enter your password in uppercase or lowercase, since Safekeeping's
passwords are case insensitive.

If you do not remember your password, you will not be able to access your data, so make sure you write
it down and put it in a safe place. Don't believe us, just try putting in a wrong password and see what
happens.

The password entry can NOT be turned off for obvious reasons, but your password can be changed in
the Preferences (Options in Windows). This is explained in the Preferences section.

2.2 Home Screen

After entering a valid password, the Home screen is displayed. This is called the Home screen because
there are a number of features, such as Companies, Credit Cards, Accounts, Payees, Preferences (or
Options in Windows), Backup, and Restore, that can only be accessed from the Home screen.
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Credit Card Recordkeeping - Home

= e
T_L_E Green — \l} @ &

Companies Credit Cards Accounts Payees Preferences Backup Restore

Credit Card

To enter a new credit card statement or to edit or view a previously entered statement,select a credit card from the above
popup menu. If it is disabled, no credit cards have been setup.

Setup Procedures
You must enter at least ONE company. Alternatively, you can also enter your name instead of a company name.
You must setup at feast ONE credit card.

Accounts are used to categorizer your credit card charges. This includes expense categories as well as accounts to
keep track of items purchased, such as, computers, software, vehicles, etc.

Accounts and Payees can be entered in advance or they can be created when you enter credit card transactions.

Database is NOT encrypted!

The Home screen consists of a toolbar and a main window with a drop down list of credit cards.

If this is the first time you started CCR or have not entered any Companies, then there will be some
helpful text explaining what you need to do before you can entered statements or transactions.

You can also select a credit card that you want to enter, update, or view data for from the drop down list.
To Quit CCR, you can either click the Close button on the Home Screen or select Quit Credit Card
Recordkeeping from the Credit Card Recordkeeping Menu in OSX (Apple's operating system) or from the

File Menu in Windows.

The next chapter will explain the options available from the Home Screen in more detail.

Home Screen details

The Home Screen, pictured below, is your landing zone where you can navigate to the various options in
CCR. lt's also the screen that will be displayed once you've entered your password each time you start
CCR.
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Credit Card Recordkeeping - Home

a0n
T__TE GREGIT — \i‘ @ &

Companies Credit Cards Accounts Payees Preferences Backup Restore

Credit Card

To enter a new credit card statement or to edit or view a previously entered statement,select a credit card from the above
popup menu. If it is disabled, no credit cards have been setup.

Setup Procedures

You must enter at least ONE company. Alternatively, you can also enter your name instead of a company name.
You must setup at feast ONE credit card.

Accounts are used to categorizer your credit card charges. This includes expense categories as well as accounts to
keep track of items purchased, such as, computers, software, vehicles, etc.

Accounts and Payees can be entered in advance or they can be created when you enter credit card transactions.

Database is NOT encrypted!

There are a number of options available from the TOOLBAR, the MENU, and the CREDIT CARD popup
menu. On the screen shot above, the popup menu is blank, but once you add one or more credit cards,
they will appear in this popup.

Note that there is some helpful text below the Setup Procedures label that explain what you must do
before credit card statement data can be entered.

Each of these will be described here briefly with more details in the subsequent sections.

3.1 Toolbar Options
The Home Screen toolbar is displayed below.
®0e0 Credit Card Recordkeeping - Home

B = ] B &

Companies Credit Cards Accounts Payees Preferences Backup Restore

Companies - This button allows you view, edit, or add companies that your credit card transactions will
be assigned to.

Credit Cards - This button allows you to view, edit, or add credit cards.

Accounts - This button allows you to view, edit, or add expense accounts (or categories) that your
transactions will be assigned to.

Payees - This button allows you to view, edit, or add payees that you purchase goods and senices from.

Preferences (Options in Windows) - This option allows you to specify the folder where you data file can
be found, where backups will be saved, change your password, encrypt your data file for greater
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3.2

3.21

security, and specify how your reports will be emailed.
Backup - This button allows you to make a backup of your data file.

Restore - This button allows you to restore your data from a backup file.

Menu Options

MENU OPTIONS
The options below are ONLY included in the menu system.

These items appear in different menus depending on whether you are running on an Apple or Windows
computer. The menu that the option will be found in is identified in parentheses after the name of the
option.

About Credit Card Recordkeeping (Apple - Credit Card Recordkeeping Menu, Windows - Help Menu)
- This option contains information about the version of CCR that you are running as well as PRO-
WARE's contact and support options.

Feedback (Apple - Credit Card Recordkeeping Menu, Windows - Help Menu) - This option provides a
way for you to send a comment or question about CCR. It does require an internet connection, but does
not require you to provide any of your internet settings.

Registration (Apple - Credit Card Recordkeeping, Windows - Help Menu) - This option will take you to
our website where you can view or change your user information. It also provides a way for you to enter
your contact information in Safekeeping so that it can be sent to us when using the Feedback option
(see previous paragraph) or should you encounter an error.

The following items are only available in the Windows version of Credit Card Recordkeeping.

Activation - This option allows you to activate your software so that all features can be used for an
unlimited time period. When you first install CCR, it will operate for 30 days and then require you to
activate (enter an activation code) in order to continue using it.

Check for Updates - This option will check for updates to our software, and where appropriate,
download and permit you to install them. This option requires an internet connection but does not
require you to provide any of your internet settings.

About Credit Card Recordkeeping

The About screen contains information about the version of CCR you have installed as well as
information about where you can obtain support.
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About Credit Card Recordkeeping

Credit Card Recordkeeping

Version 0.9.0 ( Build Date 8/29/11 10:59 AM )
Copyright © 2010-2011 PRO-WARE, LLC. All Rights Reserved.
Licensed to ABC WORLDWIDE EXPORTS, INC.

Contact Us

Office Location:
Phone Numbers:
Website:
Discussion Board:
Tech Support:
Customer Support:

Blog:

3909 South 147th Street, Suite 134, Omaha, NE 68144
(402) 861-8800, Fax: (402) 861-8653 ( 8:30 a.m. - 5:00 p.m. C5T )

WWW. Droware-cpd.Com

www.proware-cpa.com/discussion.html

support@proware-cpa.com

info@proware-cpa.com

www.pwtalk wordpress.com

Credit Card Recordkeeping created with RealStudio, Version 2011r3 | Sys Info | ' oK '

3.2.2 Feedback

The Feedback option allows you to contact us by sending an email from within CCR. Note that while
you do need an internet connection, you do not need to provide any configuration information for sending

emails.
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Credit Card Recordkeeping - Feedback

Serial Number 888888 =
(#) Question
Company Name ABC Worldwide Exports, Inc. ()Suggestion
Your Name John Q. Public
Phone

Reply Email

Subject
File |

Enter your comments here:

To send an email, you MUST have an internet connection. | Cancel || Send |

If you encounter a problem or have a question about using CCR, we encourage you to use the Feedback
screen to communicate with our support staff.

3.23 Registration (Windows only)

This option is only available in Windows and will take you to our website at www.proware-cpa.com where
you can login to your account to obtain information about the products you own or change your contact
information.
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Credit Card Recordkeeping - Change Registration Information

Click the Account button below to go to the My Account page of our website where you can change your
registration information. When prompted, use your customer number and website password to login to
the website to view or update your contact information. Use the Enter Contact Information button
below to enter your contact information in this application.

By entering the information in this application, it will automatically be sent to us should you need to
contact us for support.

If you have any gquestions or would like to change your information over the phone, customer service is
available Monday - Friday 8:30 AM - 5:00 PM CST at 402.861.8800.

|  Enter Contact Information | [ Cancel | [ Account J

You can enter your contact information in CCR by clicking the Enter Contact Information button. The
advantage of entering the contact information in CCR is that any feedback or error emails that you send
to use will automatically be pre-populated with your contact information so that you do not need to enter
the information at that time.

Credit Card Recordkeeping - Enter Contact Infarmation

Serial No 888888
Name John Q. Public
Company ABC Worldwide Exports, Inc.
Address 1
Address 2
City
State =y Zip
Phone
Email

Website

NOTE: Enter YOUR name rather than the contact name for your company.

| Cancel I[ Save ]
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3.24

3.2.5

3.3

Activation (Windows Only)

Activation is only required when running CCR in Windows. You will be prompted to enter the activation
code that was provided to you with your software. This information may have been emailed to you when
you placed your order.

Note that the activation code is unique for each company. If you enter a different company name than
the one provided when you ordered CCR, then the activation will fail.

Check for Updates (Windows Only)

This option is only available in Windows. You can use this option to check for an updated version of
CCR. If found, they will be downloaded and installed automatically for you.

Companies

At least ONE company must be entered before you can begin entering your credit card data. Obviously,
you can also enter your name you wish to enter credit card data for personal transactions.

When you click the Company icon on the toolbar of the Home screen, the following screen will be
displayed.

Credit Card Recordkeeping - Companies

Abbreviation

Companies
{ Limited to 5 characters }
Company Name
Generally, you will have a separate credit card for each company that you enter into
Credit Card Reporting.
In the event you have ONE credit card that you use for multiple companies, Credit
Card Reporting allows you to allocate transactions from a single credti card te more
than ONE company.
To make this process easier, when setting up your credit cards, you will be asked to
assign a default company. Transations entered for that credit will be, by default,
assigned to the company assigned to that credit card.
However, you can assign a transaction to another company by simply changing the
company designation for that transation.
Done
S P I - B Added Last Modified

The only information that you need to enter for each company is an abbreviated name and a company
name. The abbreviated name is limited to 5 characters.

Be sure to read the help text displayed on the right side of the screen as it provides additional details on
how to use CCR effectively.

To add a new company, click the button at the bottom left of the screen with the plus (+) sign on it.

To delete a company, click the button at the bottom left of the screen with a minus (-) sign on it. Note
that you won't be able to delete the company if there are transactions entered and assigned to that
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company.

To edit a company, click the button with the cog wheel on it. It contains two options. One option to edit
the company highlighted and one to print a list of all companies entered.

Shown below is the Company data entry screen after 3 companies have been added. If you click on a
company in the list box displayed on the left side of the screen, the data for that company will be
displayed in the edit fields on the right side of the screen. You can then click the delete or edit buttons
to change or delete the company information.

Credit Card Recordkeeping - Companies

. Abbreviation
Companies
ABCS - ABC Software, LLC SS { Limited to 5 characters }
5§ - Security Services, LLC iAo N are

WRA - We Rent Apartments, LLC
Security Services, LLC

Generally, you will have a separate credit card for each company that you enter into
Credit Card Reporting.

In the event you have OMNE credit card that you use for multiple companies, Credit
Card Reporting allows you to allocate transactions from a single credti card to more
than ONE company.

To make this process easier, when setting up your credit cards, you will be asked to
assign a default company. Transations entered for that credit will be, by default,
assigned to the company assigned to that credit card.

However, you can assign a transaction to another company by simply changing the
company designation for that transation.

| Done |

+ | = - Added B/29/2011 - 10:25 AM Last Modified 8/29/2011 - 10:25 AM

When you are finished with the Company screen, you can click the Done button to close it.
3.4 CreditCards

This option is used to enter credit cards that you want to enter statement information for. The screen
shown below is the data entry screen for credit cards.
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Credit Card Recordkeeping - Credit Cards

Credit Cards Credit Card Number Type
Monthly Cutoff Day Security Code  Expiration Date Credit Card Limit Reward Points
(1-31) =
Company Name
Address
City State Zipcode
Phone
Website
Username
Password
Notes
S I Added Last Modified Done

To add a new credit card, click the plus (+) button on the bottom left of the screen.

To delete a credit card, click the minus (-) button on the bottom left of the screen. If the credit card has
statements that has been entered, you will not be able to delete it.

The button with the cog wheel contains three options:

One is to edit the credit card highlighted in the list box on the left.

One is to print a list of all credit cards entered.

And the last one is to view or remowve recurring transactions that have been saved for the credit
card displayed. Recurring transactions are those that repeat each month. You can add a transaction to
the recurring transaction file by marking the appropriate check box when entering or editing the
transaction. This will be explained in the section that deals with entering credit card transactions.

The following section provides more information about the text fields on this screen.

Credit card number - If you wish, you can enter the entire credit card number, but we recommend only
entering the last 4 digits of your credit card number. Appears in the popup menu on the Home screen
S0 you can easily select the credit card you want to work with.

Type - Use the drop down to select the type of credit card. For reference only.

Monthly Cutoff Day - This is the day of the month that transactions are included through. In other words,
transactions after this date are included on the next months statement. We strongly recommend that

you enter the cutoff date since it will be used to automatically determine the statement date when
entering new statements.
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Security Code - This is the credit card security code. For reference only.

Expiration Date - Credit card expiration date. Note that the expiration date is entered in the format MM/
DD/YYYY or MM/DD/YY even though most credit card expiration dates only consist of a month and a
year. If you're expiration date is 01/14, we recommend entering like this: 01/31/2014 since the credit
card does not really expire until the last day of the month. For reference only.

Credit Card Limit - The charge limit for the credit card. Enter O if there is no limit. For reference only.

Reward Points - This is the accumulated points available at any given time. For reference only/

The remaining fields are self-explanatory and for reference only. There is also a notes button that allows
you to enter any notes about the credit card.

Shown below is the credit card screen after a number of credit cards have been entered.

Credit Card Recordkeeping - Credit Cards

. Credit Card Number Type
Credit Cards
.

1234 - American Express 1234 American Express -
1971 - Citi Bank
1985 - Capital One
2229 - Discover 28| (1-31) 687 07/14/2020 ﬁ 0.00 159,456
5055 - Visa

5058 - Mastercard

Monthly Cutoff Day Security Code  Expiration Date Credit Card Limit Reward Points

Company Name
American Express

Address

P.0. Box 1235
City State Zipcode
Patterson N ['s] |01156-7898

Phone

(211) 485-6566
Website
mvw.americanexpress.cam

Username
JohnQPublic

Password

Notes

S R Added 8/29/2011 - 3:49 PM Last Modified B8/30/2011 - 12:58 PM Cancel | Save

3.5 Accounts

This option is used to enter or edit accounts. Accounts are the categories that are used to describe the
type of transaction that you find on your credit card statements.

Accounts do not have to be entered in advance of entering transactions. New accounts number can be
entered on the transaction entry screen and, if it is not found in the accounts file, you will be prompted to
enter the account name and select a company.

The following screen shot is the Accounts screen after a number of accounts have been entered.
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Credit Card Recordkeeping - Accounts

A t Numb
Company - A/C No. - A/C Name ccount Number

~01-Furniture & Fixtures 01 ( Limited to 15 characters )
-02-Computer Equipment
-501-Auto - Gas & Oil
-502-0ffice Supplies Furniture & Fixtures
-503-Business Meals
-504-Computer Supplies
-505-Travel

-506-Dues

-507-PUblications
-508-Advertising

-509-Repairs

-510-Internet Access
-999-Personal - Non Deductible

Account Name

Company

i

Sort Account Listing by:
K;;' Company Abbreviaton - Account No. - Account Name
() Account Number - Account Name - Company Abbreviation

() Account Name - Account Number - Company Abbreciation

Cancel [ Save |

+ | = - Added B8/30/2011 - 5:40 AM Last Modified 8/30/2011 - 9:40 AM

To add a new account, click the plus (+) button on the bottom left of the screen.

To delete an account, click the minus (-) button on the bottom left of the screen. If the account is
currently assigned to a transaction, you will not be able to delete it.

The button with the cog wheel contains three options:

One is to edit the account that is highlighted in the list box on the left.

One is to print a list of all credit cards entered.

The last one is to print a report called an Expense Ledger. The Expense Ledger allows you to
print transactions based on criteria that you can set, for example, a range of dates, a range of accounts,
or a range of payees.

The following sections provides additional information about the data entry fields for accounts.
Account Number - Enter an account number for the account. This can be an actual account number
from your accounting system or it can be one that you use just in CCR. This number will appear in a

drop down list when entering transactions.

Account Name - Enter a description for the account number. This account name will appear in a drop
down list when entering transactions.

Company - If your credit cards are used for multiple companies AND you are going to enter different
account numbers for each company, then you can assign a company to each of the account numbers
you enter. Then, when entering transactions and you select an account number, the company will be
automatically assigned.

In the example screen shot above, none of the accounts were assigned to companies. The reason for
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this is because all companies use the same chart of accounts, therefore, a company is not assigned to
them and it will be selected when transactions are entered.

There is also an option to change the sorting of the account numbers in the list box. This is only to
assist you in locating an account on this screen.

3.6 Payees

This option is used to enter or edit payees. Payees do not have to be entered in advance of entering
transactions. New payees can be entered on the transaction entry screen and, if it is not found in the
payee file,

The following screen shot is the Payees screen after a number of payees have been entered.

Credit Card Recordkeeping - Payees

Payee | Vendor /| Name

Payeas
Amazon

Anthony's

Apple Store
Applebees

BP

Best Buy

Big Fred's

Bob's GMC

Bob's Steak House
Cox

Frontier Airlines
Hilton

Holiday Inn Express
Kicks 66

Kinko's

Lifetime Fitness
Maria's

Mebraska Furniture Mart
Staples

Verizon Wireless
Village Inn

Walmart L Done |

+ | = Added 8/29/2011 - 4:26 PM Last Modified B/29/2011 - 4:26 PM

To add a new payee, click the plus (+) button on the bottom left of the screen.

To delete a payee, click the minus (-) button on the bottom left of the screen. If the payee is currently
assigned to a transaction, you will not be able to delete it.

The button with the cog wheel contains two options:
One is to edit the payee that is highlighted in the list box on the left.

One is to print a list of all payees entered.
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3.7

Preferences (Options in Windows)

When clicking the Preferences button (or Option button in Windows) on the toolbar or selecting it from
the menu system, the following screen will be displayed.

The Preferences (Options in Windows) consists of a number of sections. Each section is included on a
tab panel. On the screen shot shown below, the General Settings tab panel is selected.

Credit Card Recordkeeping - Preferences

Folders Password / Encryption Email Settings Updates |
l?] Prompt for confirmation when clicking the Exit button on the toolbar?

Database Created: Monday - August 29, 2011 9:41 AM

Done

The Preferences screen (or Options screen in Windows) allows you to change some settings that are
used in Safekeeping. There are four (five in Windows) tab panels that contain settings that you can
change.

General - The only setting on the General page is whether you want to see the following prompt before
CCRis closed. Note that you will only see this prompt when you select Quit from the Credit Card
Recordkeeping menu (File menu in Windows).
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Exit Credit Card Recordkeeping ?

/.-"A Do you wish to shutdown Credit Card Recordkeeping 7

1
L

No | [Vesi)

Folders - The Folders tab allows you to specify the folder where your data file is located and the folder
where you want backups to be saved. There is also an option to quickly switch between your live data
file and the sample data file that is distributed with CCR.

Credit Card Recordkeeping - Preferences

jssGenerml Seftings Email.Settings Lindatesis)

Default Data Folder Macintosh HD:Users:jjfcpa:Documents:CreditCardRecordkeeping_Data: |-}

( Data files are created here by default. )

Backup Felder Macintosh HD:Users:jjfcpa:Documents:CreditCardRecordkeeping_Data:BACKUPS: ...}

{ Backups will be saved in this folder by default. ¥

Quick select your LIVE data or the SAMPLE DATA file:
(») Live data file

Macintosh HD:Users:jjfcpa:Documents:CreditCardRecordkeeping_Data:

(_)Sample data file
Macintosh HD:Users:jjfcpa:Documents:CreditCardRecordkeeping_Data:SAMPLEDATA:

| Done

If you wish to move your data file to another location, the proper way to do this is as follows.

The default data folder is named CreditCardRecordkeeping_Data and it contains at least three additional
folders:

1. Backups - this is where any backups that you make are saved.
2. SampleData - this is where the sample data file is stored.
3. Reports - this is where any reports that you print to disk are saved.

So, if you want to move your data folder to another location you should:
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1. Copy the CreditCardRecordkeeping_Data folder (which will include all the folders and files
contained in it).

2. Paste the CreditCardRecordkeeping_Data folder to a new drive or location.

3. Go to the Folders tab of the Preferences screen as shown abowe, and click the button on the
right side of the Default Data Folder field to select the location where you pasted the
CreditCardRecordkeeping_Data folder.

4. After you have done this, you can, if you wish, remowve the folder copied in step #1.
Password / Encryption - The Password / Encryption tab allows you to change the password that must
be entered when you start Safekeeping. Before changing the password, you must enter the current

password.

Credit Card Recordkeeping - Preferences

General Settings Folders [REEE LG

L] Email Settings Updates |

Enter your current password below and then click the Change button.

Current Password [ Change _:

Done

After entering your password, you can change it on the following screen. If you do not enter a new
password, the current password will be retained.
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Credit Card Recordkeeping

Database Encryption |

Enter your new password below. The new password will be required to access
your data.

You should write this password down in a safe place because if it is lost, you may
not be able to access your data.

Password

Re-enter Password

Password Requirements:

Passwords are case insensitive. No spaces allowed. Enter only Ato £ or 0 to 9.
Min 1 and Max 10 characters.

( You can change these settings on the preferences screen. ) ' OK |

For added protection, you can also encrypt your data file by selecting the option on the Database
Encryption tab. If this is selected, the data file is encrypted using your password. Should you forget or
lose your password and encryption has been selected, there is NO way to retrieve your data so be sure
to write your password down in a secure location.

Before selecting encryption, we recommend that you make a COPY of your data file. This is to ensure
that if encryption fails for some reason, you'll have a copy of your data file in an unencrypted format.
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Credit Card Recordkeeping

{ Startup Password

Why should you encrypt your database?
To protect any confidential information entered in your database, you can elect to
encrypt it using the access password.

Caveat:

If you elect to encrypt your database and you lose or forget your access password,
there will be no way to retrieve your data.

|| Do you wish to encrypt the database with this password?

( You can change these settings on the preferences screen. ) OK

Email Settings - The last tab on the Preferences screen allows you to configure how you want to email
reports from within CCR.
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Credit Card Recordkeeping - Preferences

| General Settings Folders Password |/ Encryption Updates |

You can send emails from in one of two ways. No matter which option you select, you need to have an ACTIVE internet
connection.

You can use your default OS (operating system) provided mail client, such as the Mail app, or you can use a the mail client built
into Safekeeping.

If you use the built-in mail client built, you will need to enter an SMTP Server addresses. The SMTP server address information
vou need to enter is supplied by your Internet Service Provider (ISP).

Send email using the following:

.'é;. Use default mail client that my operating system provides.

(" Use the built-in Credit Card Recordkeeping mail client. You must enter an SMTP server address using the button below.

Done

The option selected on the screen shot above will use your default mail client (such as Apple Mail on the
Mac or Outlook on Microsoft Windows). When this option is selected, you will need to select the report
file as an attachment in the same way you would do this if you were composing an email yourself.

If you select the second option to use the built-in mail client, the report file will automatically be attached
to your email for you. Howevwer, before you can email reports, you will need to enter at least one SMTP
server address. The information that must be entered is normally provided by your internet senice
provider or you may need to consult with your IT professional in order to obtain this information. It is also
normally entered when setting up an email account in your mail client (Apple Mail or Microsoft Outlook)
so you might be able to find this information there also.
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Descriptions
Cox at Work

Description:
Cox at Work

SMTP Server Address:

smarthost.coxmail.com

Port:

25

Requires authentication?

Username for authentication:

Password for authentication:

Cancel |  Save

If you are running the Windows version of CCR, there will also be an Updates tab that allows you to
specify how often CCR will check for updates. Shown below is the Options screen as it would appear in

Windows.

© 2011 PRO-WARE, LLC



Home Screen details 27

Credit Card Recordkeeping - Preferences

| General Settings Folders Password / Encryption Email Settings

Check for updates every I__? + | Days ( select O to never check )

Last update installed Mever

| Done

The check-for-updates popup can be set to 0, in which case CCR will never automatically check for
updates, 7 days or 30 days. If set to 0, you can still check for updates by using the "Check for

Updates" option in the Help Menu.
3.8 Backup

The Backup option, selected from the toolbar or menu system, allows you to make a backup of your

data file. When you select backup, the following screen is displayed.

Credit Card Recordkeeping - Backup Credit Card Data

Backup Options

Backup Filename CreditCardRecordkeeping.001

Backup Folder Macintosh HD:Users:jjfcpa:Documents:CreditCardRecordkeeping_Data:BACKUPS:

Backup filenames are assigned as follows.
Backup filenames will be named CCR.001, the next one CCR.002, then CCR.003, etc.

After 999 backups have been made, the older backups, such as 001, will be overwritten.

|  Cancel

 Coadan )
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3.9

Backup file names are automatically assigned. You can, if you wish, change the location where backup
files will be saved. If you do, the new location selected will be used in the future.

If this is the FIRST backup that you make, you will be prompted to enter a backup password. The
purpose of the backup password is to encrypt your backups to ensure they are secure even if they are
moved to a public location. The following screen will be displayed so you can enter your backup
password.

Backup Password
( Passwords can be 1 - 20 characters, no spaces. )
The password entered above will be used to encrypt your backup files.
The password entered can not be changed at a later time.
You may be prompted to re-enter this password BEFORE restoring a
backup file. If you do NOT remember your password, you will NOT be

able to restore your data from a backup file.

Be sure to write this password down in a secure place.

Cancel | | oK |

The Backup Password only needs to be entered ONCE since it will be used for all backups in the future.

NOTE - If you move your backups to a new computer or have to re-install CCR, the backup password
may be lost. If this happens, you will be prompted to enter the backup password when you attempt to
restore data from one of your backup files. If you do not remember your backup password, you will NOT
be able to restore data from your backups.

Restore

The Restore option selected from the toolbar or menu system allows you to restore data from a backup
of your data file. When you select restore option, the following screen is displayed.
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Credit Card Recordkeeping - Restore from Backup File

Filename CreditCardRecordkeeping.ccr

Restore Folder Macintosh HD:Users:jjfcpa:Documents:CreditCardRecordkeeping_Data:BACKUPS: [ ]

Backup Filename Date this backup file was last modified
CreditCardRecordkeeping.001 2011-08-30 16:07:49
{ Most recent backups listed first. ) | Cancel | [ Restore ]

Backups that have been made will be displayed based on the restore folder selected. To restore data
from a backup file, highlight one of the restore files and click the Restore button.

If the backup password used to encrypt the backup file is NOT found, the following screen will be
displayed.

Backup Password

BACKUP PASSWORD NOT FOUND OR INCORRECT!

When creating backups, you are required to enter a password that is
used to encrypt the backup files.

The password is saved so it can be used to restore data from your
backup files. However, no password can be found in this application.

You will need to enter the backup password that was used to create the
backup file you selected.

| Cancel |[ OK |

If a valid password is entered, your data will be restored from the backup file.
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3.10 CreditCard Popup

Shown below is the Credit Card popup menu on the Home screen after one or more credit cards have
been entered.

80e Credit Card Recordkeeping - Home

Companies Credit Cards Acc;unts Payeas Preferences Backup Restore

Credit Car¢ ¥ 1234 - American Express | o Co
1971 - Citi Bank E
1985 - Capital One
2229 - Discover
5055 - Visa
5058 - Mastercard

to edit or view a previously entered statement, select a credit card from the above
then no credit cards have been setup.

Database is NOT encrypted!

By selecting a credit card from the popup menu, you will be able to add, view, edit, or print statements
for the credit card selected.

If the credit card you want to select is already display in the popup menu, then you can click the Go
button next to it. Otherwise, if you select a credit card by clicking on the popup menu and selecting it,
that credit card will automatically be selected without having to click the Go button.

The next screen that will be displayed is the credit card statement "listing" screen. This is discussed in
the next section.

3.10.1 Credit Card Listing

After selecting a credit card from the credit card popup on the Home screen, the credit card statement
"listing" screen will be displayed as shown below.
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Credit Card Recordkeeping - Statements Listing

O/ o

Add Edit Print Homé

| 5055 - Visa 3| To select another credit card, click the popup menu on the left and select a credit card.
Double-click to view details. 2 Statements
Year Month Amount Due Amount Paid Date Paid Check No.
2011 8 138.65 138.65 08/27/2011 1231
2011 7 138.65 138.65 07/27/2011 1205

The abowve screen will contain a list of all the statements that have been entered for the credit card
selected.

To Add a new statement, click the Add button in the toolbar.

To Edit a statement in the listing, highlight, then click the Edit button in the toolbar. This will select the
statement and place you in "edit" mode. Edit mode is enabled when the fields become editable.

To Print a report showing the statement information in the listing screen, click the Print button in the
toolbar.

To return to the Home screen, click the Home button in the toolbar.
To view the statement without entering "edit" mode, double click a statement in the listing.

Finally, to select a different credit card, you can use the credit card popup menu just below the toolbar.

3.10.2 Credit Card Statement Screen

The Credit Card Statement screen is where you enter, edit, view statements and transactions. Shown
below is the credit card statement screen as it would be displayed if you clicked the Add button on the
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listing screen.

You are placed into "add" mode so that you are immediately ready to enter a new statement when this
screen is displayed.

Credit Card Recordkeeping - Add [ Edit / Delete Statements

o @ Wi

Save Edit Cancel Previous MNext Delete Print Listing Home

Credit Card: 5055 - Visa

Year Month Statement Date Trans. Amt. Amount Due Date Paid Check No. Amount Paid

2011 B | 08/27/2011 @ 0.00 0.00 08/27/2011 E‘ 0.00

After you complete the fields above, click the SAVE button and you will be able to enter transactions.

Added 8/30/2011 - 4:34 PM Last Modified 8/30/2011 - 4:34 PM

There are two sections to the Statements screen. One is the "header" section that is displayed in the
screen shot above. The header section contains general information about the statement, such as, the
statement date, transaction amount, statement total, etc.

The other section is the "transaction" section, which is shown in the screen shot below. It is displayed
AFTER you complete the header section and SAVE it using the toolbar option at the top of the screen.

The toolbar at the top of the Credit Card Statement screen allows you to do the following to the header
section:

Add - add a new statement.

Edit - edit the current statement.

Cancel - terminate add or edit mode.
Previous - display the previous statement.
Next - display the next statement.

Delete - delete the statement and all transactions entered for that statement.
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Print - print a report showing the statement header information and all transactions.
Listing - return to the statements listing screen.

Home - return to the Home screen.

Credit Card Recordkeeping - Add [ Edit / Delete Statements

W/ Q&Ew s ™

Add Edit Cancel Previous Next Delete Print Listing Home

Credit Card: 5055 - Visa

Year Month Statement Date Trans. Amt. Amount Due Date Paid Check No. Amount Paid
2011 9 | 09/27/2011 [E 489.22 489.22 08/27/2011 [E]| 2201 489.22 | Notes
Use the buttons on the bottom of the list box below to add, deleted, or edit tranactions. 0 Transactions
Date Payee Company Amount | Account Description
T e
Added 8/30/2011 - 4:34 PM Last Modified 8/30/2011 - 4:34 PM

To add a transaction for the statement displayed, click the plus (+) button at the bottom left of the
screen.

To delete a transaction, click the minus (-) button at the bottom left of the screen.
The button with the cog wheel contains the following options:

The first option allows you to edit a highlighted transaction. You can also just double-click a
transaction displayed in the list box.

The second option will print a statement report that includes both the header and transaction
information.

The third option will print the Expense Ledger that allows you to print a transaction listing and
specify a range of transactions to include based on transaction date, payees, or accounts.

The final option will import recurring entries that have been saved for the statement entered.

The following sections provide more information about adding statements and transactions.
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3.10.3 Adding a Statement
There are two ways to add a new statement.

If you are on the Credit Card Listing screen, you can click the Add button in the toolbar.

If you are are on the Credit Card Statement screen, then you can click the Add button in the toolbar of
Statement screen.

Credit Card Recordkeeping - Add [ Edit / Delete Statements

o @ Wi

Save Edit Cancel Previous MNext Delete Print Listing Home

Credit Card: 1234 - American EXpress

Year Month Statement Date Trans. Amt. Amount Due Date Paid Check No. Amount Paid

2011 B | 08/28/2011 @ 0.00 0.00 08/28/2011 E‘ 0.00

After you complete the fields above, click the SAVE button and you will be able to enter transactions.

L}

Added 9/1/2011 - 4:01 PM Last Modified 9/1/2011 - 4:01 PM

The following fields can be entered for each statement.

Year and Month - These fields are used to sort your statements on the Statement Listing screen. If you
attempt to enter a duplicate (same year and month), you will be warned and asked if you really want to
enter a duplicate.

Statement Date - The actual date on your statement. The button next to the statement date is a popup
calendar.

Transaction Amount - The amount of the transactions on your statement.
Amount Due - The amount due on the statement. This could be more or less than the transaction

amount depending on whether you pay off your credit card each month or have any credits or over
payments.
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Date Paid - The date you paid this statement.

Check Number - The number of the check that is applied to this statement.
Amount Paid - The amount of the check applied to this statement.

Notes - The notes button allows you to enter notes for the statement.

When you have completed these fields, then you can click the Save button.

After saving the statement, if you need to make changes to your entries, you can click the Edit button.

3.10.4 Transactions Listing

Transactions for each statement are displayed in the list box displayed below the header information on

the Credit Card Statement screen as shown on the screen shot below.

Credit Card Recordkeeping - Add [ Edit / Delete Statements

Add Edit Cancel Previous Next Delete Print Listing Home

Credit Card: 1234 - American EXpress

Year Month Statement Date Trans. Amt. Amount Due Date Paid Check No.

2011 5 :| 05/28/2011 [E 1,365.79 1,365.79  05/28/2011 || 1105

Use the buttons on the bottom of the list box below to add, deleted, or edit tranactions.

Amount Paid
1,365.70 | Notes

8 Transactions entered: § 1,365.79

Date Payee Company Amount | Account Description

04/30/2011 Big Fred's ABC 126.78 503-Business Meals office party

05/01/2011 BP ABC 88.65 501-Auto - Gas & Qil gas - John's vehicle
05/03/2011 Cox S8 128.65 510-Internet Access monthly charges
05/05/2011 Staples ABC 228.65 502-0Office Supplies toner, flash drives
05/08/2011 Walmart ABC 138.65 502-0Office Supplies paper, foodstuffs
05/15/2011 Best Buy 58 228.65 504-Computer Supplies cables, toner

05/17/2011 Bob's Steak House ABC 228.65 503-Business Meals Jim & John from Lelo Products, inc.
05/18/2011 Nebraska Furniture Mart S5 197.11 01-Furniture & Fixtures printer stand

+)= | B

Added 8/30/2011 - 10:16 AM Last Modified 8/30/2011 - 10:16 AM

The plus (+), minus (-), and cog wheel buttons at the bottom left of the list box are used to add, delete,
and edit transactions for a statement. You can also double-click a transactions to edit it.

Note that just below the Notes button, there is a summary of the transactions that have been entered.
On the screen abovwe, it states "8 transactions entered: $ 1,365.79" indicating that there have been 8

transactions entered that total $ 1,365.79.
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3.10.5 Adding Transactions

When you click the plus (+) button on the transaction list box, you will be placed in "add" mode and the
transaction data entry screen will be displayed as shown below.

Credit Card Recordkeeping - Add [ Edit / Delete Statement Transactions

o @

Ve Edit Cancel Previous Next Delete Done

Date 04/29/2011 | =) Dupe
Payee v | |X)
Amount
Account No |4
Company v K
Description

| Add to recurring entries? ||

Amount Due Trans. Amt. Trans. Entered
1,365.79 1,365.79 1,365.79
Added 9/1/2011 - 4:26 PM Last Modified 9/1/2011 - 4:26 PM

The following information can be entered for each transaction.

Date - Enter the date of the transaction as it appears on your statement. By default, the first transaction
will default to the first date of period covered by the statement based on the "cut-off" date you entered for
the statement.

Payee - The vendor name as it appears on your statement or as you want to enter it.

Account Number - The account number that you want the transaction assigned to.

Company - The company that you want the transaction assigned to.

Description - If you want to enter additional notes to describe this transaction, they can be entered here.
The Payee, Account Number, and Company fields are auto-enter fields so as you enter the first few
characters, the entry that most closely matches the characters entered will be displayed. To accept the

entry, just click the tab key to move to the next field.

In the transaction screen below, we entered the letter "N" in the Payee field and payee "Nebraska
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Furniture Mart" is auto-displayed since this is the payee that most closely matches the characters we
entered.

Credit Card Recordkeeping - Add / Edit / Delete Statement Transactions

k=
'.-r" ¥
Sa

ve Edit Cancel Previous Mext Delete Done

Date 04/29/2011 || | Dupe |
Payee -Nebraska Furniture Mart ] |_\,|
Amount
Account No v] N
Company v |J|
Description

(| Add to recurring entries? |4}/

Amount Due Trans. Amt. Trans. Entered
1,365.79 1,365.79 1,365.79
Added 9/1/2011 - 4:26 PM Last Modified 9/1/2011 - 4:26 PM

Alternatively, you can make a selection from a drop down list by clicking the down arrow on the right
side of the field as shown below.
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Credit Card Recordkeeping - Add / Edit / Delete Statement Transactions

W@

Save Edit Cancel

-y 5

Previous Mext Delete Done

Date

04/29/2011

Payee r

@

Amount
Account No
Company

Description

Added 9/1/201

Amazon

Anthony's

Apple Store
Applebees

EP

Best Buy

Big Fred's

Bob's GMC

Bob's Steak House
Cox

Frontier Airlines
Hilton

Holiday Inn Express
Kicks 66

Kinko's

Lifetime Fitness
Maria's

Nebraska Furniture Mart
Staples

Varizon Wiralace

®E

| Dupe |

2011 - 4:39 PM

You can also use the button with the magnifying glass on it to display a popup list of payees that you

can select from.
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Payee Lookup

Search

Anthony's

Payee /| Vendor / Name

|' Payea / Vendor / Name - Asc... n

Apple Store

Applebees

Best Buy

Bob's GMC

Bob's Steak House

EP

Cox

Frontier Airlines

Hilton

Holiday Inn Express

Kicks 66

Kinko's

Lifetime Fithess

Maria's

| Cancel || Select |

-8

Note in the screen below that when we enter an "N" in the Payee field, the auto-complete feature fills in
the payee field with the name "Nebraska Furniture Mart". If you then tab to the next field, the Account
Number, Company, and description are auto-completed based on the most recent entry for the same
vendor. (See screen below) In many cases, the only field you may need to complete for many of your
transactions is the transaction date and the amount.
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Credit Card Recordkeeping - Add / Edit / Delete Statement Transactions

H. @
l-/ il

Save Edit Cancel Previous MNext Delete Done

Date 04/29/2011 | [ | Dupe |
Payee Nebraska Furniture Mart v |_\,|
Amount | |
Account No 01 - Furniture & Fixtures v] N
Company 55 - Security Services, LLC v =)

Description printer stand

[ | Add to recurring entries? :0|

Amount Due Trans. Amt. Trans. Entered
1,365.79 1,365.79 1,365.79
Added 9/1/2011 - 4:39 PM Last Modified 9/1/2011 - 4:39 PM

If you enter a payee, account number, or company that is not found in the respective file, then you will
see the following message:
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Credit Card Recordkeeping - Add [ Edit [/ Delete Statement Transactions

H 7 Q

Save Edit Cancel Previous MNext Delete Done

D Add new payee? Dupe
Pal v The payee entered was not found in the Payee file, do you
e wish to add it?
Amo
Cancel |

Account | | OK

Company
Description

Add to recurring entries?

Amount Due Trans. Amt. Trans. Entered
1,365.79 1,365.79 1,365.79
Added 9/1/2011 - 4:52 PM Last Modified 9/1/2011 - 4:52 PM

To Duplicate the most recent transaction entered, click the Dupe button at the top right of the screen
immediately after clicking the Save button. The most recent transaction entered will be duplicated and
you can change any details for the transaction before saving it.

3.10.6 Recurring Entries

A recurring entry is a transaction that appears on your statement each month. You may have many of
these and to eliminate the need to enter these each month, you can save a transaction as a recurring
entry.

To do this, when entering the transaction the first (or any time), after completing the fields on the
transaction screen, mark the check box labeled "Add to recurring entries?" as shown below.
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Credit Card Recordkeeping - Add / Edit / Delete Statement Transactions

H. @
l-/ il

Save Edit Cancel Previous MNext Delete Done

Date 04/29/2011 | [ | Dupe |
Payee Verizon Wireless v | SN
Amount 25.99
Account No | 510 - Internet Access v =)
Company 55 - Security Services, LLC v =)

Description monthly useage

Mark this check box to add
to recurring entries.

[Ehdd to recurring entries?

Amount Due Trans. Amt. Trans. Entere
1,365.79 1,365.79 1,365.79
Added S9/1/2011 - 4:52 PM Last Modified 9/1/2011 - 4:52 PM

You can also edit a transaction at any time and mark the "Add to recurring entries?" check box to add a
transaction to the recurring entries file.

When you mark this box, you will see a message asking if you want to save the amount for the recurring
transaction. Since some transactions may recur each month but the amounts may vary, such as a
utilities bill, you will have to determine if you want to save the amount with the transaction or not.
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Credit Card Recordkeeping - Add [ Edit / Delete Statement Transactions

HU ""'“i'h

Add Save Cancel Previous MNext Delete Done

I
0 Do you wish to save the dollar amount for this

| \ recurring entry?
Pd ) A
| —_— If this transaction has a DIFFERENT dollar ameount each

statement, then you do not want to save the dollar amount.

Amao|
Account No | Yes |
Cﬂmph“ﬂ' ol HEEETTLY Ty ooy s 1 -

Description monthly charges

v/ Add to recurring entries? w

Amount Due Trans. Amt. Trans. Entered
1,365.79 1,365.79 1,365.79
Added 8/30/2011 - 10:17 AM Last Modified 8/30/2011 - 10:17 AM

You can then view any recurring entries that have been saved by going to the Credit Cards screen and
selecting View Recurring Transactions from the options in the cog wheel at the bottom of the list box.
See screen shot below.
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Credit Card Recordkeeping - Credit Cards

I N
Credit Cards T fes :
1234 - American Express 1234 American Express
1971 - Citi Bank -
Monthl ff D i Ex. ion D i Limil i
1985 - Capital One onthly Cutoff Day  Security Code piration Date _ Credit Card Limit Reward Points
2229 - Discover 28 (1-31) 687 07/14/2020 | |[i] 0.00 159,456

5055 - Visa

5058 - Mastercard
Company Name

American Express

Address
P.O. Box 1235
City State Zipcode
Patterson NJ . 01156-7808
Phone

(211) 485-6566

Website

Www.americanexpress.com @J
Username

JohnQPublic

Password

(_show )

| Notes |
L+ |- JEE | Addead 8/29/2011 - 3:49 PM Last Modified 8/30/2011 - 9:54 AM | Done |
Edit

Print Credit Cards Listing

View Recurring Transactions

If you click the View Recurring Transactions option, you will see a screen similar to the following where
you can delete any transactions that you no longer want to be a recurring transaction.

800 Credit Card Recordkeeping - Recurring Transactions

Credit Card: 1234 - American Express

Date Payee Compan Amount | Account Description

05/03/2011 Cox 0.00 510-Internet Access monthly charges

| Delete | [ Delete All | [ Dene |
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Note that the transaction has no amount since we indicated that we did not want to save the amount
when we marked that transaction as a recurring entry.

ADDING RECURRING TRANSACTIONS TO A STATEMENT

To add recurring transactions to a statement, the first thing you do is to create a new statement. Then
click the "Import Recurring Transactions" on the Statements data entry screen as shown below.

Credit Card Recordkeeping - Add [ Edit / Delete Statements

O/Qe=m R " 7

Edit Cancel Previous Next Delete Print Listing Home

Credit Card: 1234 - American Express

Year Month Statement Date Trans. Amt. Amount Due Date Paid Check No. Amount Paid
2011 8 *| 08/28/2011 | 1,500.00 1,500.00 08/28/2011 || 2288 1,500.00 | MNotes |
Use the buttons on the bottom of the list box below to add, deleted, or edit tranactions. 0 Transactions
Date Payee Company Amount Account Description
<]
Edit
Added Last Modified 9/6/2011 - 3:01 PM

Print Statement
Expense Ledger
Import Recurring Transactions P . "_ {

Next, a screen will be displayed that allows you to change the transaction date and amount before it is
added to your statement. All you need to do is click on a transaction in the list box and change the
date and amount in the fields at the bottom of the screen.

P

In the screen shot below, we changed the date of the transaction to 08/15/2011 and the amount to
128.33 before we import the transaction. When we are ready to import, we just click the Import button.
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80n Credit Card Recordkeeping - Import Recurring Transactions
Credit Card: 1234 - American Express Transactions with 0.00 amounts will NOT be imported.
Date Payee Company Amount | Account Description
08/15/2011 Cox S8 128.33 510-Internet Access monthly charges
Transaction Date | 08/15/2011 Click on a transaction to change the date and amount.

Amount | 128.33)|

| Import | | Close |
)
The screen below shows the statements screen after we click the Import button on the recurring
transactions screen.
Credit Card Recordkeeping - Add [ Edit / Delete Statements
Q/QE=S R8s — [
Edit Cancel Previous Next Delete Print Listing Home
Credit Card: 1234 - American Express
Year Month Statement Date Trans. Amt. Amount Due Date Paid Check No. Amount Paid
2011 8 +| o08/28/2011 |F 1,500.00 1,500.00 08/28/2011 || 2288 1,500.00 | Notes |
Use the buttons on the bottem of the list box below to add, deleted, or edit tranactions. 1 Transactions entered: § 128.33
Date Payee Compan Amount | Account Description

08/15/2011 Cox 128.33 510-Internet Access

+ - e

Added 9/6/2011 - 3:01 PM Last Modified 9/6/2011 - 3:01 PM
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End of Credit Card Recordkeeping Help File
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