Admin Mode: | nstitution,
Expense Category & Merchant

If you are a Provider Administrator (PA), login to your PA account to perform the

following actions.

If you are a regular user, the Administration mode allows the staff to create new
Institution, Expense Category and Merchant for the Personal Finance module. It also
allows the staff to edit the existing entries in those categories. On the Administration

Mode page you can use the Admin Capabilities assigned to you for Personal Finance.

Test FirstPage

If you are a regular user, click on the Switch to LW“CMUTE“ made
Admin FirstPage

Administration Mode link under the ‘Admin

tEi'-."'.-'i‘h::f'l to Administration mode

FirstPage’ area. FirstPage Summary

Swvitch to FirstPage Summary
FirstPage Summary Preferences

- e e e e e e e e e e e e e e e e e e e

Personal Finance Institution:

1. Click on the Create New Institution link in the ‘Personal Finance’ area.

Personal Finance®™™

nstitution Expense Category Merchant

Create MNewy Institution Create Mewy Expenze Category  Create Mewy Merchant
In=stitution List Expense Category List Merchant List

Impott Institution (Excel Impott Merchant (Excel)
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2. On the Personal Finance Institution page, enter the required information such as
Institution Name, Street, State, and Country, among others. Then click on the Save

button at the bottom of the page to store the information.

Personal Finance Institution
. . .
Sriiion st Strast Group Home|
Remarks About 2973 characters lnft

|This is & dema insticaeion.

e

sweet1© e sweet ; )
cuey ems | state * [conmecticur  [w]
County Gl | 2ip cade |
Country * Tusa E] wther

Phone 1 7 Ext

Phone 2 Ext

Fax Number 7 E-mail

ntsetiema |
Website

3. You will then receive a Success Message.

n Successfully saved.

Personal Finance Account

Ac.l:lvle,lMarv
Form Status : New The ||St Of the names Of
[ Fersonal Finance sccount | o . .
I — institutions created using this
AccountName [ Default Account process will now appear in the
Account Type * [ploase Select  [v] Other | . H i ’
pomars (s . drop down for ‘Institution Name
R on the Personal Finance
Remarks gaerr‘rl;(uYInst\tut\un fe
4 Account page.
| Mo card has been assodated with this account |
[Cadd ]
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Personal Finance Expense:

1. Click on the Create New Expense Category link in the ‘Personal Finance’ area.

Personal Finance®f™

nstitution Expense Category Merchant
Creste Mew Institution Create Mewy Expenze Category  Creste Mew Merchant
Institution List Expenze Category List Merchant List

Impart Institution (Excel) Impart Merchant (Excel)

2. Enter the information in the ‘Label’ and ‘Description’ fields on the Personal

Finance Expense Category page and click on the Save button.

NOTE: To add more rows, click on the Add button.

Personal Finance Expense Category

Label

Description

|Bread

| |F00d

|shirt

| [Clath

|Ukanﬂns

|
|
||Meﬁcme| |
|
|

3. You will then receive a Success Message.

Successfully saved.
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Personal Finance Transaction

Program Name: lst Street Group Home

The list of the names of

institutions created using

this process will appear

Account CardName  Expense Expense  Amount terchant Reported By File | Details
Name * Category *  Date * T i
[amy Activiv] | [Banky [w] [Please se[v] [10/07/2008| [300 | [Please se[v] | [Tim Doe, | ?“a”‘
H can
Bread
Fowssew] [Fomsese] |stouns | [soremss| [ | [Pesseselv] Tmooedv] Men | (GemE)
can
P\easESeg P\easeSeg Please Se[»|  [10/07/2008 PIEaseSeg im Doe, . gﬂa':h
can
P\easESei P\easeSeg maases@ 10/07/2008 pleasesEg Tim Doe, . Attach
Sean
[Please se[v| [Please Selv| [Please Se[w| |10/07/z008| | | [Please selw|  [Tim Doe, .[w| | Atach | [Details |
Sean

in the drop down for
‘Expense Category’ on
the Personal Finance

Transaction page.

Merchant:
Personal Finance®f™
1. To create a [mstiution Expense Category  Merchant |
Create Mewy Institution Creste Mew Expense Category  Create Meww Merchant
new Merchant, |pstitution List Expenze Category List Merchant List
Import Institution (Excel) Impart Merchant (Excel)

click on the

Create New

Merchant link in the ‘Personal Finance’ area.

Organization [aha
b g [Shop 1

2. Enter the data in the fields as | wems Abous 230 characars e

This 13 a Demo ahop.|

required and click on the ‘Save’ button

at the bottom of the page. strect 1+ T
oty EE
County [Courty 4
Phane 1 ’7
Phane 2 Ii
Fau Kumher [
Website [

Personal Finance:

Street 2 |
stae * [comericur (3]
2ip Code | I—
uther
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3. You will receive a Success Message when the data is saved.

Successfully Saved 1 Form({s)

4. The list of the names of institutions
created using this process will appear

in the drop down for ‘Merchant’ on the

Personal

page.

Finance

Active,
Program Name: 1st Street Group Home:

— e
e
- [amy acteie] | [mamey ] |[Feod D] |osvriaoce| (3o | ([im Doe, Ju] | Allach
Transaction 5T . =
[Piease 5e7] | [Fiease Sa] | Finase Solw] | 1oi7/asea | | 333 D, L] | sne
[oinnsa 5a7] | [Faven Salw] | [Pinnse 0] | orzanes | || | [ soe] fmoon, ] | tacn

| =] |

Flonse Sel] | [Flasss Soi] | |Ploase Sele] |wiajaoos| || [FesssSal] | Temoe, i
[binase sofu] [passn o] || Pinase Seiw] | mrraces] || | [Fewse 5o] | rm Does _m

Edit List of Institutions, Expense Categories or Merchants:

You can edit the list
of Institutions,
Expense Categories
or Merchants from

the respective lists.

Institution List

Personal Finance®™

Expense Category

Create Mew Institution

Import Institution (Excel)

Create Mewy Expense Category  Creste Mewy Merchant
Expense Category List

Merchant

lerchant List
Import Merchant (Excel)

For example: To edit an entry in the list of Institutions, follow the steps shown.

Personal Finance Institution

1. On the Personal

Finance Institution list,

1st Street Group Home
4th Strest Group Home

Bank A g—
Bank T

Tim Doe, DEMO
Tim Doe, DEMO
Tim Doe, DEMG
Tim Doe, DEMO

10/13/2003 01:39 AM
10/13/2008 01:40 AM
10/13/2008 01:41 AM
10/13/2008 01:41 AM

click on the name of the

Institution.
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2. Make the necessary changes on the form and click on the Save button to update

the form.

Admin Mode: | nstitution,
Expense Category & Merchant

Mame *
Remarks About 3000 characters left
Ll
w
| Address |
City City 3 State * CONNECTICUT v
County County 6 Zip Code 12345
r— —
Phone 1 123-4567 Ent 0957

3. You will then receive a Success Message.

Successfully Updated.
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S E R V I C E S |

Importing Data from Excel Sheets:

Quick Guide:

Personal Finance

——
e

""" Admin Mode: Ingitution
/ ] '

Expense Category & M erchant

You can import data directly into the forms from Excel Sheets.

For example, to Import Merchant from Excel sheets follow the steps shown below.

1. On your FirstPage,
the

Personal Finance® ™

Institution

Create Mew Institution
Institution List

Impart Institution (Excel)

click on Import

Merchant (Excel) link in
the

‘Personal Finance’

Expense Category
Creste Mewe Expense Category  Create New Merchant
Expense Category List

Merchant

herchant List
Impart Merchant (Excel

section.

2. To add the

Import Merchant From Excel

information from

the Excel sheet,

File:
File: o] (O
Dowwnlosd a sample excel file (with supported formst and help)
Choose file
Look in: I@ Desktop j Ol ==
__- A E}My Documents
k :e My Computer
My Recent ‘gMy Metwark Places

Documents

S ERCELL s

[P - | excelview s @

by M etwark,
Places

Iexcel‘v’lew.xls

File: narne:

Files of type: | &l Files 7]
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click on the

‘Browse’ button

on the Import

Merchant From

®

Excel
After

page.
selecting

« Feedback »  « Live Help s <« Help s

the file from

your computer,

click on the
‘Open’ button to
add the file and
then click on the

‘Save’ button.

Therap Services, LLC.
562 Watertown Avenue, Suite 3, Waterbury, CT 06708-2240,
Phone: (203) 596-7553, www.T her apSer vices.net
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NOTE: You can download a sample Excel file by clicking on the Download a sample
excel file (with supported format and help). The Excel file to be uploaded should

be written in the order shown in the sample Excel file.

SiWrap Text Text -

Paste B || - Merge & Center = -r-u 29| Conditional Format  Cell Sort & Find &
~ < Format Painter = E Merg i 8 Farmatting = as Table ~ Styles = i Filter = Select =

[ = 0 £ sxemon

= A el ¢ oo [ & [ F [ 6l 8 [ 0T [ 3 [ &k T[TULLNMINL 0 sy o=

1_Organization Name RemarlStreet1  Sweet2 City  State  County Zip  Country Country OtherPhonel Ext1Phone2 Ex2Fax Email Website
2 |ABC Organization 517 First Street Small Town City Connecticut 6000 USA 1112223333 123 | 2253364447 |abc@aj:,cum[www
a | | | i

3. The data will then be entered into the form automatically.

Personal Finance

Organization ABC Organization

Name *

Remarks About 3000 characters |eft

3

. Address |

City Srnall Town City State * COMMECTICUT >

Phone 1 111-222-3333 Ext 123
Fax Number 225-336-4447 E-mail

Website wiww .abc.com

Phone 2

i
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