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Getting transactions into the Money Minder: the 4 Dance Steps

1) First step: Balance your check book and other registers:
a) [bookmark: _GoBack]Confirm and enter your starting account balance(s) in your Money Minder (MM), box B. 
b) Enter your receipts (and post-it receipts for virtual transactions) into your account register(s), broken down by spending category on the second line.
c) Check your (online) statements for any other virtual transactions, and add those to your registers.
d) Check off receipts/transactions as they’re entered in your registers; store receipts (for short term back up).

2) Next: Record transactions from your registers into the Money Minder. Put a 2nd check in your register to confirm each transaction has been entered in the MM. 

3) Third step, the ‘hair-pulling prevention’ step: Every couple of MM entries, check for accuracy with your data entry via Box B. Input your current register and cash balances to this point, ensuring the final balance on Box B is Zero. 

This means your MM truly reflects your registers: you can trust its data. (To save yourself future backtracking should an error creep in: draw a box around the corresponding register balance: this marks it as a trustable total; you know that every transaction before this point is solid.

4) Adjustment opportunity: the ‘Front windshield’ step: 
You’ve got two front windshield tools: Scroll to the right on the Monthly page to look at the remainders. Also look at the Adjustment Column of box A on the ‘Balance and check’ page. 

This is your “Crystal Ball” snapshot of how things will look by the end of the month if you follow your existing plan. 
Are these numbers where you want them to be? Now is your chance to make changes to compensate or adjust if necessary. This is your opportunity to plan for a different outcome.
                              That’s it! Celebrate a job well done!
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