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A Home Finance Package on cassette for the Acorn Electron

Contents:

PMM

BREAK

Beware of pressing the BREAK key. You can use it to bring the program to an end after you have saved your data, but if you press it before then, the program stops and all data are lost. All you can do then is to re-load the program and start again.

PRINTING

Generally printers which work with the Electron will work with the Personal Money Management program. If you have any difficulty, consult the printer manual, the Electron User Guide, or your dealer.

If you have a printer connected, but do not wish to use it, you should switch it off.

RETURN TO STARTING MENU

You can return to the starting menu at any time by pressing ESCAPE – but do not use it during the Current Month Calculation or the data may be corrupted.

What PMM Can Do For You

Personal Money Management is a program designed to help you manage your money effectively. It will remember for you, help you plan, advise you, and show you the benefits of that advice as you continue to use it.

The program assumes that you run two accounts:

a) a Current Account which pays no interest and is merely a means of paying out money by cheque or standing order;

b) a Deposit Account which pays interest, and in which you can place money you do not immediately need.

Obviously it is good policy to keep the balance in your current account low, so long as you do not overdraw, and to keep as much of your money as possible in your deposit account, where it earns interest. This is one of the prime objectives of the Personal Money Management program.

While helping you to run your accounts effectively, PMM keeps a constant record of the amounts that pass through, so that you can instantly look up

· all payments over the last 12 months

· all payments in a given month

· all payments in a given category

PMM helps you to plan your finances, allowing you to set budgets for each category of payment, and to set standing orders which go on from month to month unless you change them. You can also inspect and modify your budgets, and compare them with what happens in reality.

With all these facts at its disposal, PMM acts as your financial advisor, telling you each month what money should be transferred between accounts and what the results of doing so will be.

Finance can never be simple, but with PMM you have a powerful tool at your disposal. The purpose of this booklet is to help you get used to its methods, so that you can benefit from all that it offers.

Outline of Operation










PMM is very flexible. Although it suggest names for categories of expense which you may find convenient, you can alter them to suit your needs and you can alter any budgets or data, including standing orders, any time you wish.

Entering Information

Loading

To load the program place the cassette (fully rewound) in the cassette recorder; type

CHAIN "PMM"

And press RETURN. The 'Searching' message should appear on the screen as you do this. Press the PLAY button on the cassette recorder and wait for the program to load. The title will appear after about 30 seconds, and the starting menu after about 4 minutes

Setting Budgets

The starting menu is shown below. Press 2 (Budget v actual) and RETURN

	
	****************************************

                  MENU

****************************************

   1 – Current balances

   2 – Budget –v- actual

   3 – Expenses – last 12 months

   4 – Current month calculation

   5 – Past transactions – by category

   6 – Past transactions – by month

   7 – Input amend or delete entries

   8 – Load data from cassette

   9 – Save data to cassette

*** Type in the number you want:   *****

	


The screen will change to show the display below which asks whether you want to see a display of budgeting expenditure compared with actual or whether you wish to change budgets. Since all of these are at present set to zero, there is no point in looking at them, so you should press 2 and RETURN. For practice, try pressing RETURN by itself – which returns you to the starting menu. This method is often used to move back to an earlier display.

	
	****************************************

            BUDGET V ACTUAL

****************************************

1. Budget v actual expenditure

2. Change budgets / standing orders

    Type in the number you want:

******** To return to the MENU *********

         press the RETURN  key


	


Below is the screen on which the setting of budgets is based. The categories are listed on the left. To set (or change) a budget or standing order, type the number of the category and press RETURN.

	
	****************************************

                BUDGETS

****************************************

   CATEGORY                 PER     PER

                           MONTH   ANNUM

   1. Car/travel            0.00    0.00

   2. Electricity           0.00    0.00

   3. Gas/oil               0.00    0.00

   4. Insurance *           0.00    0.00

   5. Mortgage  *           0.00    0.00

   6. Rates                 0.00    0.00

   7. Subscript'n           0.00    0.00

   8. Telephone             0.00    0.00

   9. Misc.exp's            0.00    0.00

   * standing orders

    Type in the number you want:

******** To return to the MENU *********

         press the RETURN  key


	


The computer then asks you to type in the amount of the budget. This should not be higher than £8000. The decimal point should be used for pence, but no comma should be used for thousands. To decide on the correct figure, estimate how much you would spend in that category over the year, and divide by twelve.

	
	****************************************

             Car/travel

****************************************

   Budget currently £0 per month

         New monthly amount

             £

******** To return to the MENU *********

         press the RETURN  key


	


When you have typed the number, press RETURN to go back to the previous display to set a budget for the next category you need. When you have finished setting budgets, press RETURN until you are back to the starting menu.

Standing Orders

If you are paying by standing order, enter one twelfth of the annual amount as your budget, even if you are actually paying every quarter, or half-year.

What are Budgets?

The term 'budget' is often thought of as merely a forecast of expenditure, not necessarily related to the amount of money actually in your account. But the computer takes a very practical view of the matter: if you set a budget, it assumes that you are actually going to have that amount of money available – PMM is a strong disincentive to wishful thinking!

In PMM, setting a budget is the equivalent of telling the computer that you are setting aside an amount each month which should be enough to pay the bills in that category when they come in. For example, if you set a monthly budget for your telephone of £20, the computer assumes you are setting aside £20 a month. When the bill comes in, you pay it out of your savings. If these are not sufficient, the amount listed by the program as 'savings' is negative.

(If you wish to re-think your budgets after that piece of information, you have only to ask for the budget display again and enter revised amounts.)

Example 1

'Standard family' with income of £12000 a year (ignoring tax to make it simpler), an 'executive style' house, two cars, and mortgage, insurance, etc. to match. Again to make it simpler, we are assuming they start using PMM in January 1983.

They work out their budgets on a monthly basis as follows. (Remember that even though items such as rates may not actually be paid every month, the monthly budgets must be set to one twelfth of the annual amount.)


1.
Car/travel
190


2.
Electricity
60


3.
Gas/oil
80


4.
Insurance*
50


5.
Mortgage*
220


6.
Rates
90


7.
Subscription*
10


8.
Telephone
30


9. 
Misc. Expenses
250



        TOTAL
£980


*standing order

So that we can make use of the standard categories in the program we shall assume that such items as food and clothing are grouped together under 'Misc. Expenses'.

The family starts the year with £500 saved in a deposit account at the bank.

Entering Payments

Display the starting menu. Press 7 and RETURN. The display will show:

	
	****************************************

               AMENDMENT

****************************************

     1 – Input new data

     2 – Amend or delete entries

     3 – Amend name / current balance

    Type in the number you want:

******** To return to the MENU *********

         press the RETURN  key


	


Now press 1 and RETURN.

The display will now show:

	
	****************************************

              CATEGORIES

****************************************

          1  -  Car/travel

          2  -  Electricity

          3  -  Gas/oil

          4  -  Insurance  *

          5  -  Mortgage   *

          6  -  Rates

          7  -  Subscript'n*

          8  -  Telephone

          9  -  Misc.exp's

         10  -  Misc.income

    Type in the number you want:

******** To return to the MENU *********

         press the RETURN  key


	


From now on you can select categories and enter the bills you must pay and money received. But remember that the computer's memory is not unlimited. It can handle up to 12 entries in each category, so the most efficient way is to add up the total in each category for the month involved, and enter it at a convenient date in that month.

DO NOT ENTER STANDING ORDER PAYMENTS. You have already entered these as budgets, and the program will look after the payments side of the matter for you.

DO NOT ENTER MONEY RECEIVED in the Misc. Income category unless you are paying it into your deposit account.

Example 1 – continued

	
	****************************************

                BUDGETS

****************************************

   CATEGORY                 PER     PER

                           MONTH   ANNUM

   1. Car/travel          190.00 2280.00

   2. Electricity          60.00  720.00

   3. Gas/oil              80.00  960.00

   4. Insurance *          50.00  600.00

   5. Mortgage  *         220.00 2640.00

   6. Rates                90.00 1080.00

   7. Subscript'n          10.00  120.00

   8. Telephone            30.00  360.00

   9. Misc.exp's          250.00 3000.00

   * standing orders

    Type in the number you want:

******** To return to the MENU *********

         press the RETURN  key


	


Once this is all entered, the total of all budgets and standing order (£980) will be taken by the program to be the amount of money the family will actually have available to spend during the month.

Entering Payments – continued

The program asks for date and amount – in this case for the first expense category, car expenses.

Amounts, as with budgets, should not exceed £8000. The decimal point should be used for pence, but no commas should be used for thousands.

Dates should be in the form 19/12/82 or 1-5-83 (full stops or spaces may also be used as spacers). It is not necessary to use the leading zero form (e.g. 01).

ENTERING INCOME

Category 10 – 'Misc. Income' is a special case. If you enter an amount here, the program assumes that you are putting the money into your deposit account. Take care that the amounts you enter here genuinely reflect the financial position you wish to establish within PMM. See the example opposite for the kind of calculation that may be necessary to establish the correct entry.

As we had reason to note earlier, the program takes a very practical view. If you have set budgets, it infers that you have enough money available to cover the payments you are proposing to make. (It also assumes that if you found you had more money available you would put the surplus in your deposit account.)

So the program assumes that any money entered in category 10 is not needed for the month's expenses, and therefore should go straight into your deposit account. Only is expenses turn out to be greater than forecast in your budgeting will the computer advise you to take some of the money from your deposit account and put it in your current account.

Note: Normally only one month's expenses would be entered at a time, but when starting up the system there is no reason why you should not entire records of your payments over the previous year to serve as a background for subsequent comparisons. If you do this, however, make sure you adjust the balances so that the total of the CURRENT SAVINGS column reflects the balance in your deposit account.

When you have finished entering the data for all (non-standing order) categorises, go back to the starting menu by pressing RETURN twice.

Example 1 – continued

Now to enter the actual amounts spent during the first month. The totals for each category in the first month are as follows:


1.
Car/travel
180.00


2.
Electricity
nil (i.e. no bill this month)


3.
Gas/oil
110.00


4.
Insurance*
50.00


5.
Mortgage*
220.00


6.
Rates
nil


7.
Subscription*
10.00


8.
Telephone
90.00


9. 
Misc. Expenses
280.00



        TOTAL
940.00

(Remember NOT to enter the standing orders (*) since the program looks after these automatically.)

So the family has

· a budget of £980.00 –i.e. it plans to make £980 available to pay expenses and standing orders each month;

· a monthly income of £1000;

· extra savings of £500 in the deposit account.

The total amount to the credit of the family in both accounts for the first month and before expenses are taken into account must be £1500. But at the moment we have only recorded £980, so we now need to make sure the computer is aware that the family has a further £520 at its disposal – and which, according to the principles on which PMM works, should be placed in the deposit account, since it should not be needed for the monthly budget.

This can be done by entering the £520 as 'Misc. Income' – item 10 on the menu under option 7 part 1.

Current Month Calculation

This is option 4 on the starting menu, and before you can get it carried out you have to assure the computer that you have no more expenses to enter, and that you do not wish to make any last minute changes to budgets or standing orders. Only if everything is in order can this calculation actually mean something.

You should only carry out the current month calculation after you have entered details of all expenses for that month.

The computer's report

Having made the calculation, the computer issues its report. First it deals with banking.

'Amount required this month' is in fact merely a confirmation of the budgets and standing orders you have entered.

Then it deals with the deposit account and current account. Expenses may have turned out to be more, less, or the same as budgets and the computer reacts accordingly, advising you on any transfers of money to be made. The advise is on the following lines:

· Expenses less than budgets: the surplus goes into the deposit account.

· Expenses the same as budgets: leave accounts as they are

· Expenses more than budgets: transfer from deposit account to current account sufficient money to ensure that the current account is not going to be overdrawn. If there are insufficient funds in the deposit account, the computer gives a warning and states amount needed to restore both the accounts to zero.

'Pay into Current Account' is the amount originally needed in the current account to look after the actual spending for the month (expenses and standing orders).

'Bills payable' is a reminder of the amounts payable, excluding standing orders.

Example 1 – Continued

The computer is now aware of all the facts and the time has come for the 'Current Month Calculation', a procedure in which the computer compares the facts, reaches its conclusions and offers advice.

Results of Current Month Calculation for 'Standard Family'

	
	****************************************

           BANKING – 31 1 83

****************************************

 Amount required this month £980.00

****            BANKING             ****

 Pay into Deposit Account:  £40.00

 Pay into Current Account:  £940.00

*** Press the SPACE BAR to continue ****


	


	
	****************************************

           BANKING – 31 1 83

****************************************

****    BILLS PAYABLE THIS MONTH    ****

      Car/travel            180.00

      Gas/oil               110.00

      Telephone              90.00

      Misc.exp's            280.00

*** Press the SPACE BAR to continue ****


	


This is the budgeted total: the amount the family set aside this month.

In fact, £940 was needed, not £980, so £40 should be paid into the deposit account.

Information Displays

1. Current Balances


CURRENT SAVING: how your actual payments compare with your budgets. A positive amount shown in a category means that you have spent less than you budgeted to spend. A negative 'saving' means that your payments have been larger than your budgeted amounts to date. The Total of the Current Saving column is the amount that should be in your deposit account.


It may take a few tries to get used to the idea of a 'saving' being negative, but if you compare budgets and actual spending, the logic of the system will be apparent.


BUDGET: the amounts you entered as budgets and standing orders. The Total of the Budget column is the amount the program assumes you will pay into your accounts to deal with the month's budgeted payments and standing orders.


NEXT MONTH: the amounts you paid out a year ago next month as a guide to your forecasting.

2. Budget-v-Actual

CURRENT SAVING: as in Current Balances above.


ANNUAL BUDGETS: the amount you are budgeting to spend in a year.


LAST 12 MONTHS: the amount you actually spent during the last twelve months, including the current month.

When you have entered data for twelve months or more, you can use this display to re-assess your budgets.

Example 1 – continued
So how does the family end its first month? The position is summarised in the various displays which can be called up from the starting menu. The display below is found by pressing option 1. Current balances. The column on the left shows how actual spending compares with budgets. Notice that the standing orders are shown as zero, since they were the same as their budgets – there was zero variation. Gas/Oil is £-30 because the budget was £80 but the bill came in this month and was for £110.

	
	****************************************

        CURRENT BALANCES – 31 1 83

****************************************

CATEGORY       CURRENT   BUDGET     NEXT

               SAVING    OR  S/0   MONTH

Car/travel       10.00   190.00     0.00

Electricity      60.00    60.00     0.00

Gas/oil         -30.00    80.00     0.00

Insurance  *      0.00    50.00     0.00

Mortgage   *      0.00   220.00     0.00

Rates            90.00    90.00     0.00

Subscript'n*      0.00    10.00     0.00

Telephone       -60.00    30.00     0.00

Misc. exp's     -30.00   250.00     0.00

Misc. income    520.00                  

----------------------------------------

TOTAL           560.00   980.00     0.00

----------------------------------------

 * standing orders

*** Press the SPACE BAR to continue ****


	


The £560 total under the CURRENT SAVING column represents the final position of the family at the end of the month. They started with £500 plus £1000 income during the month. Of this, £980 was earmarked for the month's expenses, with £520 in deposit. In the event, only £940 was needed, so the extra £40 was put into the deposit account, leaving the current account at zero, and the deposit account at £560, which is the total shown here.

Example 1 – continued
BUDGET-v-ACTUAL (option 2) is less useful at this stage since the family has only been running its finances on PMM for a month, so the annual comparison cannot be valid. At this stage, the display would be like this:

	
	****************************************

       BUDGET V ACTUAL – 31 1 83

****************************************

CATEGORY       CURRENT   ANNUAL  LAST 12

               SAVING    BUDGET   MONTHS

Car/travel       10.00  2280.00   180.00

Electricity      60.00   720.00     0.00

Gas/oil         -30.00   960.00   110.00

Insurance  *      0.00   600.00    50.00

Mortgage   *      0.00  2640.00   220.00

Rates            90.00  1080.00     0.00

Subscript'n*      0.00   120.00    10.00

Telephone       -60.00   360.00    90.00

Misc. exp's     -30.00  3000.00   280.00

Misc. income    520.00                  

----------------------------------------

TOTAL           560.00 11760.00   940.00

----------------------------------------

 * standing orders

*** Press the SPACE BAR to continue ****


	


The 'LAST 12 MONTHS' column, in this case, shows one month's payments only.

OPTION 3: Expenses – last 12 months

	
	****************************************

       EXPENSES – LAST 12 MONTHS

****************************************

                NOV'82   DEC'82   JAN'83

Car/travel        0.00     0.00   180.00

Electricity       0.00     0.00     0.00

Gas/oil           0.00     0.00   110.00

Insurance  *      0.00     0.00    50.00

Mortgage   *      0.00     0.00   220.00

Rates             0.00     0.00     0.00

Subscript'n*      0.00     0.00    10.00

Telephone         0.00     0.00    90.00

Misc. exp's       0.00     0.00   280.00

----------------------------------------

TOTAL             0.00     0.00   940.00

----------------------------------------

 * standing orders

***** Press RETURN to go backwards *****

     or the SPACE BAR to go forward


	


Information Displays – continued
3. Expenses – last 12 months
A complete record of expenses, including standing order payments, for the last twelve months counting the current month as month 12.

5. Past Transactions – by category

A record of the past twelve payments, including standing order payments, for any category.

Misc. Income (10) also gives a record of amounts placed in the deposit account (using option 7) and subsequent additions and withdrawals as a result of the current month calculation.

6. Past Transactions – by month

A record of amounts paid in all categories, including standing orders, for the month concerned.

Current account credits: the total amount held in the current account to settle the bills and standing orders listed above (after which the account was reduced to zero). Deposit account: a record of amounts placed in the account (using option 7) and subsequent additions and withdrawals (shown as negative Misc. Income).

Because the computer can only hold twelve entries in each category, old records will disappear as you record more recent information. This should not normally affect you, but if the computer 'forgets' information which is less than a year old, it will warn you with the message 'records incomplete' and will indicate the incomplete category. You will also get this message if you use Option 6 to look at a month which is earlier than the most recent date the computer has 'forgotten'.

Saving And Loading

After performing a Current Month Calculation, and inspecting the results, you should save your data onto cassette for use in the following month. Options 8 and 9 on the starting menu handle loading and saving, and the cassette recorder should be used in the same way as with normal loading and saving operations for the Electron.

Note that the Current Month Calculation cannot be repeated within the same computer run. If you wish to do on to a second month immediately after having performed a Current Month Calculation on the first, you should first save your data onto cassette (preferably a blank cassette). Then press BREAK to end the program, and load it again from the program cassette. You can load the data you saved; give a date in the next month when asked for 'today's date', enter your second month's data, and carry out a current month calculation on that too.

Example 1 – continued
OPTION 5: Past Transactions – by category

The details under each expense category are the same as in the table above. The details for Misc. Income will also include the amounts paid into (or withdrawn from) the deposit account each month. If you look at one of the standing order categories, you will see how each month your standing order payment is automatically recorded for you.

	
	****************************************

              Misc.income

****************************************

      1 1 83                 520.00

      31 1 83                 40.00

*** Press the SPACE BAR to continue ****
	


£520 was stated to be in the deposit account. A further £40 was added to this when it was found that expenses were £940 rather than the budgeted £980.

OPTION 6. Past Transactions – by month

	
	****************************************

              January 1983

****************************************

****           BILLS PAID           ****

      Car/travel             180.00

      Gas/oil                110.00

      Insurance  *            50.00  

      Mortgage   *           220.00  

      Subscript'n*            10.00  

      Telephone               90.00

      Misc. exp's            280.00

****     CURRENT ACCOUNT CREDITS    ****

      Total this month:      940.00

****     +CR DEPOSIT ACCOUNT  -DR   ****

      Misc. income           520.00

      Misc. income            40.00  

*** Press the SPACE BAR to continue ****
	


The £940 in the current account section refers to the amount required to cover the actual expenses for the month, after which the amount in the current account dropped to zero.

How To Change

Budgets


From the starting menu select option 2, part 2, and enter new budgets, which automatically replace the old ones.

Standing Orders


Amounts: from the starting menu select option 2, part 2, and enter new standing orders in place of the old ones


Categories: making a category a standing order or cancelling the standing order for a category – see next section

Names, Balances and Records


From the starting menu select option 7.


Amounts and dates: select option 2 and then the category you wish to change. The screen tells you to type the number of the item you want – i.e. the first, second, third, etc. To find out which it is, press 'L' and RETURN. To go back to the previous display, press the spacebar. When you have selected your item, the program allows you to change date and amount, and also to delete that item entirely. Just type in the replacements and press RETURN. RETURN alone leaves the entry unchanged.


Names, balances and standing orders: select option 3 and then the category you wish to change. New names and balances can simply be typed in to replace the old ones. If there is no change, simply press RETURN.


To convert an item into a standing order, type its name again, and answer 'Y' to the standing order question. To cancel a standing order, type the item again, but answer 'N' to the standing order question.

Example 2 

Freelance journalist. Male. Single Income £9000 a year (£750 a month). Runs a sports car and rents a flat.

Naturally the categories in which we can group his payments are rather less predictable than those of the standard family. Club memberships and the wine merchant's bill are more noticeable than electricity and rates, and his investments tend less towards insurance policies than to the turf.

After heavy use of PMM's facilities for amendment, his budgets can be displayed as follows:

	
	****************************************

                BUDGETS

****************************************

   CATEGORY                 PER     PER

                           MONTH   ANNUM

   1. Car/travel          120.00 1440.00

   2. Rent (etc)          150.00 1800.00

   3. Entert'm'nt         100.00 1200.00

   4. Clubs                40.00  480.00

   5. Racing               30.00  360.00

   6. Wine (etc)           40.00  480.00

   7. Travel               90.00 1080.00

   8. Telephone            40.00  480.00

   9. Misc.exp's          100.00 1200.00

   * standing orders

    Type in the number you want:

******** To return to the MENU *********

         press the RETURN  key


	


This, he reckons optimistically, comes to the easily attainable total of £710. As we mentioned before, declaring ones budgets causes PMM to assume that the budgeted total equals the amount in the current account to pay those expenses. In fact, he will have £750 in his current account when his pay cheque comes in, so according to the practices of PMM the surplus is assumed to be in the deposit account, and is placed there by using the Misc. Income category, Since he has no other savings, Misc. Income is entered as just £40. His expenses in the first month are as follows:

Example 2 – continued

1.
Car/travel
180.00

2. Rent (etc)
150.00


3.
Entert'm'nt
120.00


4.
Clubs
40.00


5.
Racing
50.00


6.
Wine (etc)
40.00


7.
Travel
120.00


8.
Telephone
0.00


9. 
Misc. Expenses
90.00



        TOTAL
£790.00

When all this is entered, together with the £40 for deposit, the Current Month Calculation can be run. The result is a far cry from that of the 'standard family' of the last example:

	
	****************************************

           BANKING – 31 1 83

****************************************

 Amount required this month £710.00

****            BANKING             ****

 Transfer from Deposit A/c

            To Current A/c: £80.00

 Pay into Current Account:  £790.00

                WARNING

 Deposit A/C is out of funds. A further

 £40.00 must be paid into the account

 and the credit recorded in Category 10.

*** Press the SPACE BAR to continue ****


	


The Current Balance display (option 1) records a 'negative saving' of £40.

While we leave our journalist pondering how he can persuade his bank manager to convert his deposit account into a loan account, we should not the facilities that PMM provides in cases where funds have to be transferred. Not only is the amount of transfer calculated and advice given on what the transfer should be. If funds are not sufficient, an additional warning is given, and the amount of deficit shown.

SET BUDGETS


Here you tell the computer the average amounts you propose to spend on each category of expense each month.





ENTER EXPENSES AND INCOME


Here you tell the computer what you are actually spending in a specific month on each category of expense.





CURRENT MONTH CALCULATION


Here the computer relates spending, cash, income and budgets, and provides…





ADVICE


on the amount of money you should have in your current account, and how much you should transfer into or out of your deposit account that month.	





INFORMATION


on how your budgets compare with your actual payments, how these relate to annual performance, what you spent in the last twelve months, what you spent in each category and in each month; and how much you could expect to spend the next month.





SAVE DATA ON CASSETTE


PMM allows you to save your data on to cassette, so that you can load it again as a basis for your next month's financial planning.
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