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It’s simple - Data gets entered 

and the program does the rest. 

 

• It was said once and holds very true: 

 

You cannot 

manage what you 

cannot measure. 
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Set up your community 

particulars. 
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Set up account users, as many 

as you need.  Report user only 

feature [this allows the user to 

view only]. 
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Set up your budget date 

from beginning to end.  
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Customize your budget. 

6 



Budget Categories 
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Set up budget.  Categories are 

the GL areas to monitor, based 

on census or just annual 

number.  
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Create Expense categories. 
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Meal factors to develop cost 

from expense. 
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Create an expense with or 

without a meal category. 
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You add a flat budget number that is 

annualized and then distributed by 

month and days in month or use a meal 

category factor to extend out  the budget.  

Assign a meal category to 

your expense. 

1

2 



Budget number only 
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Set up Vendors with as much 

or as little info as possible. 

14 



15 



Set up your categories as 

much or as little. 
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Sub categories of budget  
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Score board is always on and ready for viewing:  

3 views to choose from 

- YTD:  Year to date on budget and actual. 

- MTD : Where your budget is at the exact date you are 

on. 

- Month: Classic view which shows entire budget for 

month period . 
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Once the budget is set up 

[30 minutes], the user is 

ready to enter in data such 

as: Invoices, Transfers, 

Revenue and Census. 
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Adding invoice 

• Use drop down to select vendors that are 

in system. 

 

 

 

 

 

 

 

 

 

• Enter in total for invoice, date, PO, [if 

applicable] and invoice number. 
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Adding invoice 

• Add in the invoice breakdown and the 

system will continually subtract against the 

total you put in. 
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Accuracy 

• To ensure accuracy the invoice must be at 

“0” difference to advance. 
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Edit here if you need to 

later. 
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Review and comments on 

entering invoices 

Note: 

• Credits can be entered as a negative 

number. 

• If you do a monthly inventory you can go 

to vendor and create a vendor called X-

Inventory Change as the name. 
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• When you take and cost out of your 

inventory, simply make calculation on 

change.  I.e.  February inventory=1000, 

March 900, change is a plus 100 for 

inventory change. 
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• Enter in invoice information, click on 

calendar to select the date, enter in involve 

number. 

• Use the PO box for the PO number or for a 

quick note about the invoice 
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Enter in the total amount. 

[Note - you can add and 

subtract in the entry boxes.] 



• Enter in total amount for 

the invoice.  The program 

will now track against what 

you enter in the category 

section. 

  Note: $100 was entered 

and the total amount enter 

box is at zero. 
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• As you enter in the amounts per category, 

the difference box will show you the 

balance you need to enter. 

 

 Tip:  If you have an invoice with several 

categories, enter the smaller ones in first 

and after all of those are entered, your 

balance can be entered in the final one. 

This is useful when you have a larger 

invoice and have several categories. 
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Reports: To analyze data. 
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Print options for all Reports 

include PDF, Excel and Word. 
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Report with sub-categories 
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One Click … 

Year to Date variance report 
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Without sub-categories  
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All Reports are date range 

driven. 
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View invoices by month. 
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Create an easy classic view for 

invoices, YTD information  and 

more. 
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Make date range for vendors 

by your set budget categories. 
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Monitor Spending and 

committed spend to vendors. 
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Budget Year is date range 

driven. 
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Keep track of Vendors’ 

information and create an 

Order delivery schedule 
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Order delivery schedule 
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