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Chapter 1. Introduction to GnuCash

What is GhuCash?

GnuCash isapersonal and small business finance application. It’ s designed to be easy to use, yet powerful
and flexible. GnuCash alows you to track your income and expenses, reconcile bank accounts, monitor
stock portfolios and manage your small businessfinances. It is based on professional accounting principles
to ensure balanced books and accurate reports.




Chapter 2. Using This Document &
Getting Help

This document is organized in two dimensions:

» Fromthe GUI (Graphical User Interface) explaining the available options and their functions, with links
to deeper descriptions and usage. Chapter 4, GnuCash Windows & Menus

By classifying Operations, Tasks, or Functions based on whether it isan Account, Transaction, Report-
ing or other oriented operation. Examples are:

¢ Account Actions - Chapter 5, Setting Up, Editing & Working with Accounts

» Transaction/Register Actions - Chapter 6, Common Transaction Operations

Tools and Assistants - Chapter 8, Tools & Assistants

Reporting & Charting - Chapter 9, Reports And Charts

¢ Customization - Chapter 10, Customizing GnhuCash

Accessing Help

When GnuCash is running and this documentation isinstalled b
* thiswindow is accessed by
* pressing the F1 key or
* selecting from the menu Help - Contents.
* Help - Tutorial and Concepts Guide (Ctrl+H) will open the other part of this documentation.
 In most dialogs the Help button will lead you directly to the page which describes that dialog.

The complete help menu is explained in the section called “ Account Tree - Help Menu”.

Operating System and Help Viewer
Depending on your operating system we use different programs to display this help document:
Li nux
Gnome Yelp
macOS
default web browser
W ndows

W ndows help viewer

Your bundles for FlatPak, macOS, and W ndows contain it, but under Li nux itis usually shipped as separate package gnucash-docs .
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See their respective manuals to get help about help.

GnuCash Tutorial and Concepts Guide

The guide is the counterpart to this help. It explains the concepts used in GnuCash and has atutorial that
takes you through using GnuCash to manage your accounts. It will appear if you choose Open the new
user tutorial in the Welcome to GnuCash! menu.

To open this Guide manually go to Help - Tutorial and Concepts Guide or press Ctrl+H .
I mportant

It is strongly recommended to read this guide if you are new to GnhuCash or unfamiliar with
accounting concepts.

GnuCash Wiki

Animmense amount of less-formal, but often more recent documentation about aswell usage as develop-
ment of GnuCash is collected by the community in the GhuCash Wiki [https://wiki.gnucash.org/wiki/] ;
the Frequently Asked Questions|https.//wiki.gnucash.org/wiki/FAQ] page should be afirst stop whenever
you encounter difficulty using GhuCash.

Tip

Y ou should also try its search page [ https://wiki.gnucash.org/wiki/Special: Search] or browse cat-
egories [https://wiki.gnucash.org/wiki/Special : Categories].

GnuCash Website

The multilingual GnuCash website [https://www.gnucash.org/] contains:
Announcements

of new releases or server maintenance — usually only in English;
Downloads

of the program or the documentation in several flavours;
Links

to file bugs or suggest enhancements and more.

GnuCash On-line Assistance

Mailing Lists

The primary source of user support is the user mailing list [mailto:gnucash-user@gnucash.org]. If Eng-
lishisnot your primary language, see wiki:user mailing lists [https.//wiki.gnucash.org/wiki/Mailing_List-
s#User_Lists] for local lists. That page has also other useful sections like Netiquette [https://wiki.gnu-
cash.org/wiki/Mailing_Lists#Netiquette] or your individual Mailing List Management [https:.//wiki.gnu-
cash.org/wiki/Mailing_Lists#Mailing_List_ Management].

In case you are old school there are 3rd party services which convert some of the lists into other formats:
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Web Forum

Nabble [http://gnucash.1415818.n4.nabble.com/GnuCash-f1415818.subapps.html];
NNTP News Feed

Gmane [nntp://news.gmane.org/gmane.comp.gnome.apps.gnucash.user].

One must subscribe [ https://lists.gnucash.org/mailman/listinfo/gnucash-user] before posting, even if using
Nabble or Gmane.

Chat

Severa of the developers and experienced users monitor the #gnucash channel at irc.gimp.net [irc://ir-
c.gimp.net/gnucash]. They are usually busy with other tasks and of course are not always at their com-
puters. Log in, ask your question, and stay logged in; it may take several hours before your question is
noticed and responded.

« If you got disconnected check the IRC logs [https://lists.gnucash.org/logs/] to verify that you missed
nothing related.

* Reguirements, netiquette, and other details are explained in the IRC wiki page [https://wiki.gnu-
cash.org/wiki/IRC].

Mouse Buttons

This document refers to mouse buttons as Buttonl, Button2 etc.
» Buttonl istypicaly the left mouse button or the right button in aleft-handed setup

» Button2 istypically the right mouse button or the left button in aleft-handed setup
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Chapter 3. Getting Started

The “Welcome to GnuCash!” Screen

Figure 3.1. “Welcometo GnuCash!” Screen

GnuCash

{;.\ Welcome to GnuCash!
There are some predefined actions available that most new users
prefer to get started with GnuCash. Select one of these actions
from below and click the OK button or press the Cancel button if
you don't want to perform any of them.

(@) Create a new set of accounts
Import my QIF files

Open the new user tutorial

Cancel 0K

This screenisintended for you to use to get up and running quickly. The Cancel button is used to exit the
screen. It will then prompt you with Display Welcome Dialog Again?.

Figure 3.2. Display Welcome Dialog Again?

GnuCash

A\ Display Welcome Dialog Again?

If you press the Yes button, the Welcome to
GnuCash dialog will be displayed again next time
you start GnuCash. If you press the No button, it
will not be displayed again.

If you do not want to see the Welcometo GnuCash! menu again click the No button. Click the Y esbutton or
pressthe keyboard Enter key for the default which isto have the Welcome to GnuCash! screen run again.

Note

Selecting either of these options will leave you with a minimal GnuCash main window. Opera-
tionsin thiswindow are described in Chapter 4, GnuCash Windows & Menus.
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Figure 3.3. Minimal GnuCash main window

Unsaved Book - GnuCash

File Edit View Actions Business Reports Tools Windows Help

& e

New Account Hierarchy Setup

This assistant helps you to create a set of GnuCash accounts. It will appear if you choose Create a new set
of accountsin the Welcome to GnuCash! menu, or if you select File ~ New .

Import QIF Files

This Assistant helps you import Quicken QIF files. It will appear if you choose Import my QIF filesin
the Welcome to GnuCash! menu.

To start this assistant manually go to File - Import ... - Import QIF... .
In the following all the screens that you can see in this assistant are described in order of appearance.

1. The Import QIF files assistant opens with a screen that briefly describes what this assistant does and
requests the file(s) to import. The three buttons at the very bottom of the screen will not change while
using the assistant.

» Cancel: exit the process and cancel importing QIF files.

Warning

If you click this button, any selections you have made up to this point will be lost.
» Back: brings up the previous screen so that you can change a previous selection until the first screen.
» Forward: brings up the next screen so you can continue through the assistant.

2. The next screen allows you to Select a QIF file to load. The Select... button on this screen is used to
access thelist of files. The Select... button brings up the Select QIF File dialog.

Navigate to where you have stored your QIF files and select the first one then click Import. The next
screen will display it in the Select a QIF Fileto Load field.

Note

If the file you are loading does not have an QIF date listed in it you will see the Set a date
format for this QIF file screen. Select the proper format from the pull down list and continue.
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Note

If the file you are loading does not have an account name listed in it you will see the Set the
default QIF account name screen. Otherwise you will skip this screen and go on to the screen
in the next section that shows loaded QIF files.

e The Account name: field is used to set an account name for this QIF file.

3. The next screen shows you the QIF files you have loaded. You can use this screen to return to the
previous screen and load more QI Ffiles. It will also let you unload any filesyou haveloaded by mistake.

e Thetop panel showsthelist of QIF Files you have loaded.
» The Load another file button takes you back to the previous screen to load another QIF file.

e The Unload selected file button allows you to select a file from the top pandl and remove it from
thelist.

When you have selected all the QIF files to be imported, click the Forward button.

4. Depending on the type of data contained in the QIF files to be imported, you may see only one or all
of the following screens:

Accounts and stock holdings

This screen gives a description of the Accounts and stock holdings matching process on the fol-
lowing Match QIF accounts with GnuCash accounts screen.

Tip
Thisand other informational screensin the Import QIF files assistant can be turned off in
the Online Banking tab (see the section called “ Online Banking”) under GnuCash Pref-
Erences.
The next screen lets you Match QIF accounts with GnuCash accounts. You will see alist of QIF
account names on the left and suggested GnuCash account names on the right. The New? column

indicates if the GnuCash account name will be created by the QIF Import.

To change the GnuCash account to a different one select the QIF account. A screen will pop up
to select another account or create a new one.

 Select an account from the list to choose a already existing account.

e The New Account button allows you to add a new account name as a sub-account (child of
selected) of the selected account.

e The OK button is used to confirm your selection.
» The Cancel button is used to exit the dialog without using any changes you have made.
Income and Expense categories

This screen gives a description of the Income and Expense categories matching process on the
following Match QIF categories with GnuCash accounts screen.
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Tip

Thisand other informational screensin the Import QIF files assistant can be turned off in

the Online Banking tab (see the section called “ Online Banking”) under GnuCash Pref-

Erences.
The next screen lets you Match QIF categories with GnuCash accounts. You will seealist of QIF
category names on the left and suggested GnuCash account names on theright. The New? column
indicates if the GnuCash account name will be created by the QIF Import.

To change the GnuCash account to a different one select the QIF category. A dialog will pop up
to select another account or create a new one.

 Select an account from the list to choose a already existing account.

e The New Account button allows you to add a new account name as a sub-account (child of
selected) of the selected account.

e The OK button is used to confirm your selection.
e The Cancel button is used to exit the dialog without using any changes you have made.
Payees and memos

This screen gives a description of the Payees and memos matching process on the following Match
payees/memos to GnuCash accounts screen.

Tip

Thisand other informational screensin the Import QIF files assistant can be turned off in

the Online Banking tab (see the section called “ Online Banking”) under GnuCash Pref-

Erences.
The next screen lets you Match payeessmemos to GnuCash accounts. You will see alist of QIF
payee/memo names on the left and suggested GnuCash account names on the right. The default
GnuCash account used is called Unspecified. The New? column indicates if the GnuCash account
name will be created by the QIF Import.

To change the GnuCash account to a different one select the QIF payee/memo. A dialog will pop
up to select another account or create a new one.

 Select an account from the list to choose a already existing account.

» TheNew Account button allows you to add anew account name as a sub-account of the selected
account.

e The OK button is used to confirm your selection.
» The Cancel button is used to exit the dialog without using any changes you have made.
5. The next screen allows you to Enter the QIF file currency. The drop down list defaults to the currency
configured in the Accounts tab (see the section called “ Accounts’) under GnuCash Preferences. If you

wish the new accounts to use a different currency, select one from the list.

When you have selected the currency, click the Forward button.

8
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6. Depending on the type of data contained in the QIF files to be imported, you may or may not see one
or more of the following screens:

Tradable Commodities
This screen gives a description of the Tradable Commoadities process on the screen.
Tip
Thisand other informational screensin the Import QIF files assistant can be turned off in
the Online Banking tab (see the section called “ Online Banking”) under GnuCash Pref-
Erences.
A series of screens, one for each of the stock, mutual fund, or commaodity, displays the exchange,
full name, and symbol for each of the commodities listed in the QIF file you are importing so that
you can check them before proceeding.

Match duplicate transactions

This screen gives adescription of the Match duplicate transactions process on the following Select
possible duplicates screen.

Tip
Thisand other informational screensin the Import QIF files assistant can be turned off in
the Online Banking tab (see the section called “ Online Banking”) under GnuCash Pref-

erences.

The next screen lets you Select possible duplicate transactions. Imported transactions are shown
on the | eft panel and possible matches to each selected transaction are shown on the right.

e Theleft panel showsthelist of Imported transactions to select from for matching duplicates

» Theright panel showsthelist of possible duplicatesfor the selected imported transaction. Select
the one that most closely matches

7. Thelast screen, Update your GnuCash accounts, givesyou alist of three choicesto finish the assistant.

» Cancel: exit the process and cancel importing QIF files.

Warning
If you click this button, any selections you have made up to this point will be lost.
 Back: brings up the previous screen so that you can change a previous selection until the first screen.
» Forward: imports the data and creates the accounts you have specified.
Y ou should now have successfully imported your accounts.
Tip

Imported transactions might need to be reconciled. This process is described in the GnuCash
Tutorial and Concepts guide.
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The “Tip of The Day” Screen

Figure3.4.“Tip of The Day” Screen

GnuCash Tip Of The Day

Tip of the Day

The GnuCash developers are easy to contact. As well
as several mailing lists, you can chat to them live on
IRC! Join them on #gnucash at irc.gnome.org

(W] show tips at startup

Previous Next Close

The Tip of the Day screen starts whenever you start GnuCash unlessit has been disabled in the GnuCash
Preferences. It gives tips on features and using GnuCash. Y ou can use the three buttons at the bottom of
the screen to look through thetips:

Previous !

Shows the previous tip
Next 2
Shows the next tip
Close

Dismissthe Tip of the Day screen

The checkbox Show tips at startup can be used to enable or disable the Tip of the Day from running at
GnuCash start-up.

It is also possible to configure the Tip of the Day to run at start-up by the checkbox Display "tip of the
day" dialog on the General tab of Edit - Preferences, see the section called “Genera”.

The Tip of the Day can also be run manually by going to Help - Tip of the Day .

1Before GnuCash version 3.0 it was labeled Prev.
2Before GnuCash version 3.0 it was |abeled Forward.
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The main GnuCash window displays the accounts, reports, menu selections and tools you may use to
process your financial data. This section gives you an overview of the different windows and sections of
windows that you will seein GnuCash.

Linksin the various tables will lead to additional details on the topic.

GnuCash Main Windows Areas

Y ou can access commonly used sub-windows and tools through this window.

Figure4.1. The Main GnuCash Window

Titlebar #-5 example.gnucash - Accounts - GnuCash

|\'1‘3'““'“3"’”_"File Edit View Actions Business Reports Tools Windows Help
Toolbar— ] & ey &
Open Edit New Delete
Tab bar— @ Accounts
Account Mame ¥ | Description Total v
) it Assets Assets $0.00
Main pane T [ |
fi%: Cash in Wallet _Cash in Wallet $0,00
Summarybar=— $, Grand Total: Net Assets: $0.00 Profits: $0.00 v
Statusbar= File example.gnucash opened. Last modified on Mon, Jun 21, 2...

T
The parts in which the main GnuCash window is divided.

When you start GnuCash, after a couple of windows (Splash screen, Tip of the Day) the main window
will be displayed. Thiswindow isdivided into the following sections (see Figure 4.1, “ The Main GhuCash
Window” for reference):

Titlebar
Displays the name of the currently opened file and the active tab’s name
Menubar
Displays the available menu entries
Toolbar
Displays the available Toolbar buttons
Tab bar
Lists the open reports, registers and tree of accounts
Main pane

The mgjor display space showing the content of the currently selected tab
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Summarybar
Displays afinancial summary
Statusbar
Gives adescription of the active menu item and shows a progress bar

Note

The contents and options within the vari ous sub-menus of the different sections of the main Gnu-
Cash window will vary upon the active display window.

Thetree of accountsis|abeled Accountsin the Tab bar, and displays all your accounts and their balances,
grouped according to standard accounting practice.

Tip

To open an additional view of the tree of accounts go to View - New Accounts Page . Thiswill
open the account tree in the existing window.

Tip
To open anew window with atree of accounts view, go to Windows - New Window with Page.

Account Tree Display

Figure4.2. The Account Tree Display.

== help.gnucash - Accounts - GnuCash =]

File Edit View Actions Business Reports Tools Windows Help

= (g (R
fm Accounts |@ CashinWallet | Income/Expense Chart

|A|:|:ountName V| Description Total ¥
¥ i Assets Assets $3,364.10 3

<~ f@ Current Assets Current Assets $3,364.10

fm Cashinwallet Cashinwallet $264.10

fm Savings Account Savings Account $0.00

~ @ Equity Equity $0.00

fm Opening Balances Opening Balances $0.00

~ fm Expenses Expenses $995.20
fm Adiustment Adiustment 50.00 )
S, Grand Total: Assets: $3,364.10 Profits: $3,364.10 - l

|

Thisis an image of the Accounts tab.

Account Tree - Menus

The Menubar for the Accounts Tree window contains the following options.
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Account Tree - File Menu

The following table describes the options in the File Menu.

Clicking on the File option of the Menubar will “pull down” a menu of options described in Table 4.1,
“Account Tree - File-Menu - Access to file, account operations and printing.” .

Table 4.1. Account Tree - File-Menu - Access to file, account operations and

printing.

Menu Item

Description

New File (Ctrl+N)

Creates anew datafile (starts with new accounts and data.)

Open... (Ctrl+0O)

Opens an already existing GnuCash datafile.

Import -

Opens the Import sub-menu to im-
port files from other financial programs.

Import Bills & Invoices... Open the Import Transactions
from text file window.

Import Accounts from CSV ... Starts the CSV Account fileim-
port process. The file to import
must be in the same format asthe
one exported by GnuCash.

Import Transactions from CSV... | Startsthe CSV Transactionsfile
import process. The file to import
must be a delimited file.

Import Pricesfrom a CSV file... | Thisassistant will help you im-
port Pricesfroma CSV file. The
fileto import must be a delimited

file.

Import Customers and Ven- Open the Import Customers and

dors... Vendors from text file window.

Import QIF... Starts the QIF file Import
process.

Replay GnuCash .log file... Starts the replaying of a GnuCash
log file. Used for data recovery
from "crashes’.

Import OFX/QFX... Starts the OFX/QFX file Import
process.

Import MT940 Import an end-of-day account

statement in SWIFT MT940 for-
mat into GnuCash.

Import MT942 Import an interim account state-
ment in SWIFT MT942 format
into GnuCash.

Import DTAUS Import atraditional german
DTAUSfileinto GnuCash.

Import DTAUS and send Import aDTAUSfileinto Gnu-
Cash and transmit its orders by
Online Banking.
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Menu Item Description

Save (Ctrl+S) Saves the currently open file.

Save As... (Shift+Ctrl+S) Saves the currently opened file with a different name.
Warning

Do NOT store your datafilein~/ . gnucash/ books.

Revert Reload the last saved version of the currently opened file. Useful if
you need to discard changes made to the data and not yet saved.

Print Thisentry is only activated if a printableitem like areport or anin-
voiceis selected..

Page Setup... (Shift+Ctrl+P) L ets you choose the paper size, layout and margins for printing.

Export - Opens the Export sub-menu.

Export Account Treeto CSV Exports your account hierarchy
to adelimited CSV file. Does not
export data.

Export Transactionsto CSV Exports transactions to a delimit-
ed CSV file.

Export Active Register to CSV... |Export the active Register to a
CsV file.

Export Accounts Exports your account hierarchy
to anew GnuCashfile. Does not
export data.

Properties (Alt+Enter) Sets options for this GnuCash datafile.
Recently opened files Numbered list of most recently opened GnuCash datafiles.
Close (Ctrl+W) Close the current tab.
Note
Intheinitial Account treethisitem isnot available - it will
be grayed out.
Quit (Ctrl+Q) Exits GnuCash.

Account Tree - Edit Menu

Table4.2. Account Tree- Edit-Menu - Accessto fileand account editing operations
and preferences.

Menu Item Description

Cut (Ctrl+X) Performs a standard Cut operation.

Copy (Ctrl+C) Performs a standard Copy operation.

Paste (Ctrl+V) Performs a standard Paste operation.

Edit Account (Ctrl+E) Modify name or characteristic of selected account.
the section called “Editing an Account”

Delete Account... (Delete) Remove an account. See the section called “ Delet-
ing an Account”
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Menu Item

Description

Find Account (Ctrl+l)

Opens the Find Account wizard. This can be used
to search the account structure to open the desired
account.

Cascade Account Properties...

Opens the Cascade Account Properties dialogue.
Transfers the selected account propertiesto the
subordinate accounts.

Note

Thisitem can only be selected if you have
marked an account with at |east one sub-
account in the account structure.

Renumber Subaccounts...

Starts the Renumber Account assistant. See the
section called “Renumbering Subaccounts’.

Note

Thisitemis selectable only if you have
highlighted an account with at least one
subaccount in the accounts tree.

Open Account Opens the register window for the currently select-
ed account.
Open Subaccount Opens a register window that displays all the trans-

actions for the selected account and for all its sub-
accounts.

Find... (Ctrl+F)

Set criteriafor a search for a specific transac-
tion. See the section called “Find” for specifics on
searches.

Preferences ( GnuCash - Preferences on mac OS).

Customize GnuCash for location, style, and nu-
merous other preferences. See the section called
“Setting Preferences’.

Style Sheets

Modify/customize Style Sheets. See the section
called “Changing Style Sheets’.

Tax Report Options

Set tax characteristics on account(s) (US). Assign
tax form and line to account. See the section called
“Setting Tax Report Options’

Account Tree - View Menu

Table 4.3. Account Tree- View-Menu - Changes display window view.

Menu Item Description

Toolbar Check-box to enable/disable display of Toolbar.

Summarybar Check-box to enable/disable display of Summary-
bar .

Statusbar Check-box to enable/disable display of Satusbar.
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Menu Item Description

Filter by ... Set filter for accounts displayed in the Account
Treedisplay.

Refresh (Ctrl+R) Repaint the display screen.

New Accounts Page Open a new tab that displays the account tree.

Account Tree - Actions Menu

Table 4.4. Account Tree - ActionssMenu - Setup scheduled transactions, repair
accounts, perform stock splits, transfer and reconcile transactions.

Menu Item Description
Online Actions - Online Banking Submenu

Note

Thisis shown only if WITH_AQBANKING was set while
building GnuCash.

I mportant

The menu entries will be enabled by the successful comple-
tion of Tools - Online Banking Setup... .

Note
Not all options are for al institutions available.

Get Balance Get the balance for the selected
account.

Get Transactions... Get the transactions online
through Online Banking.

Note
Sending orders to the bank is only available for EBICS and
FinTS.

Issue SEPA Transaction... Issue a new international Euro-
pean (SEPA) transaction online
through Online Banking.

Internal Transaction... Issue a new bank-internal trans-
action online through Online
Banking.

Issue SEPA Direct Debit... Note

Issue a new internation-
al European (SEPA) di-
rect debit note online
through Online Banking.
With the changeover to
SEPA, this menu entry
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Menu Item

Description

has disappeared, but is
till possible. See the
German https.//wik-
i.gnucash.org/wiki/De/
SEPA-Lastschrift.

Show log window...

Open the Online Banking Con-
nection Window

Scheduled Transactions -

Scheduled Transactions sub-menus

Scheduled Transaction Editor

Invoke tool to edit scheduled
transactions. See the section
called “ Edit Scheduled Transac-
tion Window”

Since Last Run...

Display Scheduled transactions
since last running of GnuCash.
the section called “ Since Last
Run Assistant”

Mortgage & Loan Repayment...

Starts the Mortgage & Loan Re-
payment assistant for setting up
repayments. the section called
“Mortgage & Loan Repayment
Assistant”

Budget -

Budget sub-menus

New Budget

Opens the window to create a
new budget.

Open Budget

If no budget exists, create a new
budget and open it. If only one
budget exists, open it; otherwise
user selects one to open.

Copy Budget

If no budgets exist yet, just open
anew budget. If only one budget
exists, create a copy of it; other-
wise user selects one to copy. If
acopy is made, then the copy is
opened in anew tab.

Delete Budget

If the active tab is a budget view,
the open budget is deleted. Other-
wise, alist of existing budgets to
delete is displayed in the Select
Budget dialogue.

New Account...

Creates a new account and opens the account properties window.

New Account Hierarchy...

Starts the New Account Hierarchy Setup assistant.

Transfer... (Ctrl+T)

Starts the Transfer assistant for transfer between accounts.

Reconcile...

count to a Statement”

Open the Reconcile window. the section called “ Reconciling an Ac-

Auto clear...

clear information.

Opens the auto-clear screen where you can fill up the automatic
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Menu Item Description
Stock Split... Starts the Stock Transaction assistant. Additional details the section
called “Recording a Stock Transaction”
View Lots... Opensthe Lotsin Account form.
Check & Repair - Check & Repair Submenus
Check & Repair Account Check for and repair unbalanced
transactions and orphan splitsin
this account.

Check & Repair Subaccounts Check for and repair unbalanced
transactions and orphan splitsin
this account and its subaccounts.

Check & Repair All Check for and repair unbalanced
transactions and orphan splitsin
all accounts.

Reset Warnings... GnuCash gives warnings when certain operations are attempted,

such as removing atransaction or removing the splits of atrans-
action. The warning message gives you the option to not give you
these warnings when attempting the operation. Check-boxes labeled
Remember and don’'t ask me again and Remember and don’t ask me
again this session allow disabling the warnings. This option resets
the warnings to the default, i.e. display all warnings.

Tip
Warnings may be selectively enabled.
Rename Page Open the form to rename the current page/tab.

Account Tree - Business Menu

Table 4.5. Account Tree - BusinesssMenu - Access small business features of

GnuCash.
Menu Item Description
Customer - Select customer related activities.
Customers Overview Open a customers overview page.
New Customer... Start the form to create anew
customer.
Find Customer... Start the assistant to search for a
customer.
New Invoice... Start the form to create anew in-
voice.
Find Invoice... Start the assistant to search for an
invoice.
New Job... Start the form to create anew
job.
Find Job... Start the assistant to search for a
job.
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Menu Item

Descr

iption

Process Payment...

Starts the Process Payment assis-
tant. Requires an account of type
"A/Payable" before running as-
sistant.

Invoices Due Reminder

Open the Invoices Due Reminder
diaog.

Vendor -

Select vendor related activities.

Vendors Overview

Open avendors overview page.

New Vendor...

Start the form to create a new
vendor.

Find Vendor...

Start the assistant to search for a
vendor.

New Bill...

Start the form to create anew
bill.

Find Bill...

Start the assistant to search for a
bill.

New Job...

Start the form to create anew
jab.

Find Job...

Start the assistant to search for a
job.

Process Payment...

Starts the Process Payment assis-
tant. Requires an account of type
"A/Payable" before running as-
sistant.

Bills Due Reminder

View and edit the list of Bills
Due Reminder.

Employee -

Select employee

related activities.

Employees Overview

Open an employees overview
page.

New Employee...

Start the form to create anew
employee.

Find Employee...

Start the assistant to search for an
employee.

New Expense Voucher...

Start the form to create a new ex-
pense voucher.

Find Expense Voucher... Start the assistant to search for an
expense voucher.
Process Payment... Starts the Process Payment assis-

tant. Requires an account of type
"A/Payable" before running as-
sistant.

Business Linked Documents

View al Linked Business Documents.

Sales Tax Table

View and edit the list of tax tables.

Billing Terms Editor

View and edit thelist of Billing Terms.
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Account Tree - Reports Menu
Thisis abrief listing of each of the available reports and graphs. See the section called “Reports Listed

By Class’ for specific report details. Each report or graph may be customized by selecting a different
Stylesheet or by pressing the Options button in the Toolbar.

Table4.6. Account Tree- Reports-Menu - Access GhuCash Reportsand Charts.

Menu Item Description
Budget -
Budget Balance Sheet
Budget Chart
Budget Flow This report includes informa-

tion from one budget period at a
time. The left column of numbers
shows the budgeted amounts,

and the right column of numbers
shows the actual amounts. It on-
ly shows certain accounts, those
that have no sub-accounts.

Budget Income Statement

Budget Profit & Loss Thisreport isidentical to the
Budget Income Statement report.

Budget Report The budget report shows all ac-
counts and all periods. For each
period it gives the budgeted
amount and the actual amount.
Thereis an option to add anoth-
er column showing the difference
(budgeted - actual).

Examples -

Average Balance

Expenses vs. Day of Week

Income vs. Day of Week
Sample Graphs

Sample Report With Examples
Welcome to GnuCash

Assets & Liabilities -

Advanced Portfolio

Asset Chart

Asset Piechart

Balance Forecast

Balance Sheet

Balance Sheet using eguile-gnc
Genera Journd
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Menu Item Description

General Ledger

Investment Portfolio

Liability Chart

Liability Piechart

Net Worth Barchart

Net Worth Linechart

Price Scatterplot

Security Piechart

Business -

Australien Tax Invoice

Customer Report

Customer Summary

Easy Invoice

Employee Report

Fancy Invoice

Job Report

Payable Aging

Printable Invoice

Receipt

Receivable Aging

Tax Invoice

Vendor Report

Experimental -

Balance Sheet (Multicolumn)

Income Statement (Multicolumn)

Income & Expense -

Cash Flow

Cash Flow Barchart

Equity Statement

Expense Chart

Expense Piechart

Income & Expense Barchart

Income & Expense Linechart

Income Chart

Incme Piechart

Income Statement

Income and GST Statement

Profit & loss
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Menu Item Description
Trial Balance

Multicolumn -

Custom Multicolumn Report
Dashboard
Account Summary Report showing the balance of selected accounts.

Future Scheduled Transactions | Report showing a summary of future transactions.
Summary

Reconciliation Report

Tax Schedule Report & TXF Ex- |Create a Tax report (US) and/or export data for tax preparation soft-
port ware. (TXF)

Transaction Report
Saved Report Configurations Open the screen to manage saved user configured reports.
Account Report Open aregister report for this account.

Account Report - Single Transac- | Open aregister report for the selected Transaction.
tion

Account Tree - Tools Menu

Table4.7. Account Tree- Tools-Menu - Access to miscellaneous tools and editors

Menu Item Description

Online Banking Setup... Performs the initial setup of an account for Online
Banking access (FinTs, OFX DirectConnect, ...) by
AgBanking, if GnuCash was built with the option
WITH_AQBANKING. the section called “ The On-
line Banking Setup Assistant”

Price Database Tool to enter or modify Stock/Fund prices. Details
at the section called “ Price Editor”

Security Editor Tool to enter or modify Stock or commodities. De-
tails at the section called “ Security Editor”

Loan Repayment Calculator Details at the section called “Loan Repayment Cal-
culator”

Close Book Open a screen where you can enter the required in-

formation to close the current accounting period.
See the section called “ Close Book™.

Import Map Editor Opens the Import Map Editor tool to view, edit or
delete import mappings (e.g. Bayes algorithm).

Transaction Linked Documents With the Transactions Linked Documents dial ogue,
documents can be linked to a transaction.
General Journal See the section called “General Journal”
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Account Tree - Windows Menu

Table4.8. Account Tree - Windows-Menu

Menu Item Description

New Window Opens a new GnuCash empty window.
New Window with Page Moves the current tab into a new window.
Opened windows A numbered list of open windows.

Account Tree - Help Menu

Table 4.9. Account Tree - Help-Menu - Access to this help and the Tutorial and
Concepts Guide.

Menu Item Description

Tutorial & Concepts Guide Explanation of accounting principlesand how to ap-
ply them in GnuCash

Tips Of The Day Shows short notes about features you might other-
wise miss.

Contents Open this document.

About Show theinformation screen with GnuCash version,
license and credits

Account Tree - Toolbar Icons/Buttons

The GnuCash main Window has a number of buttons in the Toolbar to quickly access some common
functions used with the specific active tab. The Toolbar can be hidden or shown by selecting View -
Toolbar .

Note
The specific options displayed in the Toolbar vary with the functions available to the "active tab".
Tip

A brief description of the function of a Toolbar button is displayed when the mouse pointer is
placed over theicon for a couple of seconds.

Table 4.10. Account Tree - Window Toolbar

Toolbar Buttons Description

Save (Ctrl+S) Perform a save on the data file, commit all transac-
tions to the datafile.

Note

Only active if changed data has not yet
been saved.
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Toolbar Buttons Description

Close (Ctrl+W) Close the currently active account page

Note

This icon is not available for the first ac-
countstab. It isavailable for additional ac-

count tree displays.
Open Open atransaction register of the selected account.
Edit Edit the characteristics for the selected account. the
section called “Editing an Account”
New Start the assistant for creating a new account. the
section called “Creating a New Account”
Delete Remove the selected account. the section called

“Deleting an Account”

Tab bar

The Tab bar displays “file/notebook folder” style tabs for open transaction registers, reports and the ac-
count tree.

Main pane - Account tree

The account tree displays the list of your accounts in hierarchical format. This enables you to organize
your accounts by type.

Tip

The triangle shape (or plus sign) beside the account name is used to open and close the account
tree. When you click on the triangle (plus sign), it changes from a rightward-pointing into a
downward-pointing sign (minus sign) to indicate that the tree is opened. Y ou will then see offset
below the account name either a list of the sub account(s) or another triangle (plus sign) to the
left of an account. Thisindicates another lower level of the account tree.

In the main pane are also shown, by default, four columns: Account Name, Type, Description and Total.
For each account, thisinformations, if available, is displayed in the same row of the account.

Tip

The columns shown for each account in the Account Tree can be customized to suit your needs.
Click on the arrow icon on the far right of the Account Tree window to display adrop down list
of column options. Click on a column description to add it to the Account Tree window. Click
again on the column description to hide it.

Thedefault display for the account tree window isin Notebook mode. Thisisindicated by thetab inthetab
row of the main window. Other tabs will appear beside this one when you open reports, account registers
or additional account trees.

Summarybar

The Summarybar displays balances appropriate for the opened account type at a glance. Usually accounts
display today’ s account balance, any balance for future dates, abalance for cleared items and areconciled
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balance. Stock accounts, however, display shares totals and their value. The Summarybar can be hidden
or shown by selecting View - Summarybar .

Statusbar

The Statusbar displays informations about the currently highlighted menu item. It also shows a progress
bar when opening or saving a GnuCash data file or generating reports. The Statusbar can be hidden or
shown by selecting the Statusbar item on the View menu.

Account Register/General Journal

Account Register & General Journal Window

Thiswindow is used to enter and edit your account data. It aso provides tools for scheduling future trans-
actions, finding and reporting on transactions and printing checks.

To open the Account Register Window for an account, select the account in the Account Tree then go to
File - Open Account or press Ctrl+O . Thiswill open anew window with the Account Register. Pressing
the Open button on the Toolbar in the Account Tree Window or the Jump button in the Account Register
Window are aternate methods.

Figure 4.3. The Account Register Display.

[ help.gnucash - Cash in Wallet - GnuCash [
File Edit View Trapsaction Actions Business Reports Tools Windows Help

Xcose | 55 @ | + @ ¥ |[Espli & & H [
f Accounts | Cashinwallet | Income/Expense Chart

| Date Mum |Description Tot Receive |TotSpend |Balance 4
08/05/10 Gas Expenses:Auto:Gas [n 35.00 165.00
08/26/10 Salary - Split Transaction— | n 100.00 265.00
09/26/10 Dining Expenses:Dining [ n 23.45 241.55

[ o9f2/10 C salary 100.00 341.55

sets:Current Assets:CashinWallet | n 100.00

:Current Assets:Checking Account | n 1,000.00
Expenses:Taxes:Federal | n 10.00
Income:Salary | n 1,090.00

09/26/10 | |Gas \ Expenses:Auto:Gas |n | \ 50.00 | 291.55 [+
Present: $264.10 Future:$264.10 Cleared:$0.00 Reconciled:$0.00 Projected Minimum:$264.10

Sunday 26 September 2010 | |

Thisis an image of the Account Register tab.
Tip

Appearance of the Account Register Display is highly customizable (see Tutorial and Con-
cepts Guide, Choosing a Register Style [https://www.gnucash.org/docs/vnone/C/gnucash-guide/
chapter_txns.html#txns-regstylel]) and Setting Column Widths [ https://www.gnucash.org/docs/
vnone/C/gnucash-guide/chapter_txns.html#txns-columnwidthsl]).

Note

The methods to enter transactions are described in detail in Chapter 6, Common Transaction
Operations.
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Account Register Menus
The Menubar for the Transaction Register window contains the following options.

Account Register - File Menu

Clicking on File in the Menubar will “pull down” a menu of choices described in Table 4.1, “Account
Tree - File-Menu - Access to file, account operations and printing.”.

The following table describes the additional optionsin the File Menu.

Table 4.11. Account Register - File-Menu - Access to file and account operations

and printing.

Menu Item Description

Print Checks... (Ctrl+P) Starts the Print Checks assistant. See the section called “Printing
Checks'.

Close (Ctrl+W) Closes the currently opened transaction register.

Account Register - Edit Menu

The Menubar in the Edit menu includes, in addition to the items described in Table 4.2, “ Account Tree -
Edit-Menu - Access to file and account editing operations and preferences.” the following menu items.

Table 4.12. Account Register - Edit Menu - Access to file and account editing
operations and preferences.

Menu Item Description

Assign as payment... Assign as payment the selected transaction.

Account Register - View Menu

TheView menuinthe Menubar. Table4.3, “ Account Tree- View-Menu - Changesdisplay window view.”
is supplemented for the transaction view by the following entries.

Table 4.13. Account Register - View-Menu - Changes GnuCash display window
characteristics.

Menu Item Description

Basic Ledger Radio button to select register display mode. See Tutorial and
Concepts Guide, Choosing a Register Style [https.//www.gnu-
cash.org/docs/vnone/C/gnucash-guide/chapter_txns.htm-

[#txns-regstylel].
Auto-Split Ledger Radio button to select register display mode.
Transaction Journal Radio button to select register display mode.
DoubleLine Check-box to enable/disable display of Double Line display.
Sort by... Set the sort order of the transactions display. Requires a click to start

options form. Option form requires Cancel/OK to close.
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Menu Item Description

Standard Order Keep normal order: date posted
[day], number, date entered [sec-
ond] 2, description.

Date Sort by date.

Date of Entry Sort by date of entry.

Statement Date Sort by the statement date (unrec-
onciled items |ast).

Number Sort by number.

Amount Sort by amount.

Memo Sort by memo.

Description Sort by Description.

Action Sort by action field.

Notes Sort by notesfield.

Reverse Order Reverse the sort order.

Save Sort Order Save the sort order between ses-
sions.

&The “ date entered” is usually invisible. Use areport to display it.

Account Register - Transaction Menu

Table 4.14. Account Register - Transaction-Menu - access to transaction tools.

Menu Item Description

Cut Transaction Cut the selected transaction into the clipboard.
Copy Transaction Copy the selected transaction into the clipboard.
Paste Transaction Paste the selected transaction from the clipboard.

Duplicate Transaction

Insert in the register a copy of the selected transac-
tion.

Delete Transaction

Delete the selected transaction.

Remove Other Splits

Remove al splits from the selected transaction.

Enter Transaction

Enter in the register the transaction you are cur-
rently working on.

Cancel Transaction

Blanks al fieldsin the selected transaction if it has
not yet been recorded.

Void Transaction

Void the selected transaction.

Unvoid Transaction

Unvoid the selected transaction.

Note

This menu item is only displayed if the
selected transaction is marked as void.

Add Reversing Transaction

Add acopy of the selected transaction with an in-
verted amount.
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Menu Item Description
Manage Document Link... Add, change or unlink the document linked with
the selected transaction.
Open Linked Document Open the linked document for the current transac-
tion.
Note

Only available if afile or location was as-
sociated with the currently selected trans-
action.

Jump to Invoice Opens the invoice for the current transaction.

Note

Only available if ainvoice was associated
with the currently selected transaction.

Account Register - Actions Menu

The basic scope of the Actions menu in the Menubar is described in Table 4.4, “Account Tree - Ac-
tions-Menu - Setup scheduled transactions, repair accounts, perform stock splits, transfer and reconcile
transactions.”. In addition, the following menu items are available.

Table4.15. Account Register - Actions-M enu - Setup scheduled transactions, repair
accounts, perform stock splits, transfer and reconcile transactions.

Menu Item Description

Blank Transaction (Ctrl+Page | Move to the blank transaction at the bottom of the register

Down)

Go to Date (Ctrl+G) Move to the split at the specified date.

Split Transaction Expand the currently selected transaction to show splits.

Edit Exchange Rate Edit the exchange rate for the current transaction.

Schedule... Create a Scheduled Transaction with the current transaction as a
template.

Jump to the other account Jump to the corresponding transaction in the other account.

Account Register - Busines Menu

Theitems shown in the Business menu arethe same aslisted in Table 4.5, “ Account Tree - Business-Menu
- Access small business features of GnuCash.”.

Account Register - Reports Menu

Theitems shown in the Reports menu are the same as listed in Table 4.6, “Account Tree - Reports-Menu
- Access GnuCash Reports and Charts.” plus the two types of report listed in the following.
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Table 4.16. Account Register - ReportssMenu - Access GnuCash Reports and

Charts.

Menu Item

Description

Account report

Open aregister report for this Account.

Account Transaction Report

Open aregister report for the selected Account.

Account Register - Tools Menu

The items shown in the Tools menu are the same as listed in Table 4.7, “ Account Tree - Tools-Menu -
Access to miscellaneous tools and editors”.

Account Register - Windows Menu

The items shown in the Windows menu are the same as listed in Table 4.8, “Account Tree - Win-

dows-Menu”.

Account Register - Help Menu

The items shown in the Help menu are the same as listed in Table 4.9, “Account Tree - Help-Menu -
Access to this help and the Tutorial and Concepts Guide.”.

Account Register - Toolbar Icons/Buttons

The GnuCash main Window has anumber of icons/buttonsin the Toolbar to quickly access some common
functions used with the specific active tab. The Toolbar can be hidden or shown by selecting the Toolbar

item on the View menu.

Note

The specific options displayed in the Toolbar varies by the functions available to the active tab.

Tip

A brief description of the function of abutton is displayed when the mouse pointer is placed over
the button for a couple of seconds.

Table4.17. Account Register (Transaction Register) Window Toolbar

Toolbar Buttons

Description

Save

Perform a save on the data file, commit all transac-
tions to the data file.

Note

Thisitemisonly activeif changed datahas
not yet been saved.

Close

Close this register.
Note

In the initial Account tree this item is not
available - it will be grayed out.
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Toolbar Buttons Description

Duplicate Make a copy of the current transaction.

Delete Delete the current transaction in this register.

Enter Record the current transaction.

Cancel Cancel the current transaction.

Blank Moveto ablank transaction at bottom of register.

Split Show all splitsin the current transaction. Not high-
lighted if View - Auto-Split Ledger is enabled.

Jump Jump to the corresponding transaction in the other
account

Schedule Create a Scheduled Transaction with the current
transaction as a template.

Transfer Start the transfer assistant to transfer fundsfrom one
account to another.

Reconcile Start the Reconcile process for the selected account.
the section called “Reconciling an Account to a
Statement”

Tab Bar

The Tab bar displays “notebook/file folder” style tabs for open transaction registers, account trees and
reports.

List of Transactions

The List of Transactions displays transactions you have entered and a running balance. It also provides a
blank transaction to enter new transactions. The column headings vary according to what type of account
you have opened. Common headings are Date, Description, Transfer and Balance.

The View menu can be used to alter the appearance of the List of Transactions. Possible changes are
limiting the number of transactions shown, using a different sort order and changing the style to more
easily see transactions. The Split button also provides quick accessto view all the parts of atransaction.

Summarybar
The Summarybar displays balances appropriate for the opened account type at a glance. Usually accounts
display Present (today’s) account balance, any balance for Future dates, a balance for Cleared items, a

Reconciled balance and a Projected Minimum balance. Stock accounts, however, display sharestotals and
their value. The Summarybar can be hidden or shown by selecting the View - Summarybar item.

Statusbar

The Satusbar works the same as described in the section called “ Statusbar”.

Report Window
Report Display Window

Thiswindow is shown whenever areport or chart is selected from the Reports menu.
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To open the report window, select a report from the Reports item in the Menubar. This will open a new
window with the report displayed. It provides aweb browser type display with active linksto account data.

Note

Depending on the report there may be a delay while the report is generated. An approximation of
the progress to completion is displayed in the Satusbar, if has not been opted out of displaying.

Figure 4.4. The Report Window

*Sample.gnucash - Expense Over Time - GnuCash

& seve X close EWECEEE
ém Accounts | Expense Over Time # |
Expense Over Time (06/05/09 to 12/31/09)
2000
W Other
1800 | M| Other expenses

M| Hobby
M| subscriptions
M| Friends
W car
M| Trips
M Job

usD

& & o & o & o
PG g\ @\ @\ 00 AW A2t

Date Job  Trips Car Friends Subscriptions Hobby Other expenses Other Grand Total

06/05/09 960.11 511.00 80.00 49.50 4708 18.03 26.25 2195 1,713.92

07/05/03 589.48  0.00 113.00 11630 47.08  0.00 0.00 20.50 886.36

08/05/09 309.48 4641 70.00 69.10 4754 3250 63.71 1645 655.19

naincing 14 N7 ANNAQA QN A1 AT 320 AT TE A4 €A CE7&  TAAA

Thisis an image of the Income/Expense Chart.

Report Menus
The Menubar for the report window contains the following options.

Reports - File Menu

Clicking on the File option of the Menubar will “pull down” a menu of options described in Table 4.1,
“Account Tree - File-Menu - Access to file, account operations and printing.” .

In addition, these menu items are available.

Table4.18. Report - File-M enu - Accessto fileand account operationsand printing.

Menu Item

Description

Print Report... (Ctrl+P)

Print the selected report.

31



GnuCash Windows & Menus

Menu Item Description
Export - Opens the Export sub-menu.

Export Report Export the current report in an
HTML formatted file.

Close (Ctrl+W) Closes the current report.

Report - Edit Menu

Theitems shown in the Edit menu arethe same aslisted in Table 4.2, “ Account Tree - Edit-Menu - Access
to file and account editing operations and preferences.” plus the itemslisted in the following.

Table4.19. Reports- Edit-Menu - Accessto file and account editing operationsand

preferences.

Menu Item Description

Report Options Open form to edit/modify report selection criteria,
stylesheets, date ranges, and many other parame-
ters.

Report - View Menu

Except Filter By..., the items shown in the View menu are the same aslisted in Table 4.3, “Account Tree
- View-Menu - Changes display window view.”

Report - Actions Menu

Theitems shown in the Actions menu are the same as listed in Table 4.4, “Account Tree - Actions-Menu
- Setup scheduled transactions, repair accounts, perform stock splits, transfer and reconcile transactions.”.

However, the number of menu itemsis considerably reduced.
Report - Business Menu

Theitems shown in the Business menu arethe same aslisted in Table 4.5, “ Account Tree - Business-Menu
- Access small business features of GnuCash.”.

Report - Reports Menu

Theitems shown in the Reports menu are the same aslisted in Table 4.6, “Account Tree - Reports-Menu
- Access GnuCash Reports and Charts.” with the addition of:

Table 4.20. Report - Reports-Menu - Access GnuCash Reportsand Charts.

Menu Item Description
Save Report Configuration (Ctr- | Save the current report configuration. If you are not working with a
[+Alt+S) saved report configuration, you will be asked to give it aname. Y ou

will be able to run the exact same report again by using the Reports
- Saved Report Configurations menu item.

Save Report Configuration As... | Add the current report's configuration to the Reports - Saved Report
(Shift+Ctrl+Alt+S) Configurations menu.
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Report - Tools Menu

The items shown in the Tools menu are the same as listed in Table 4.7, “Account Tree - Tools-Menu -
Access to miscellaneous tools and editors’.

Report - Windows Menu

The items shown in the Windows menu are the same as listed in Table 4.8, “Account Tree - Win-
dows-Menu”.

Report - Help Menu

The items shown in the Help menu are the same as listed in Table 4.9, “Account Tree - Help-Menu -
Access to this help and the Tutorial and Concepts Guide.”.

Reports - Toolbar Icons/Buttons

The Report Window has a Toolbar to quickly access the functions used with reports. The Toolbar can be
hidden or shown by selecting View - Toolbar .

Note
The specific options displayed in the Toolbar vary with the functions availableto the“ active tab”.
Tip

A brief description of the function of a Toolbar button is displayed when the mouse pointer is
placed over theicon for a couple of seconds.

Table 4.21. Reports- Toolbar Buttons

Toolbar Button Description

Save Perform a save on the data file, commit all transac-
tions to the data file.

Note

Only active if changed data has not yet
been saved.

Close Closes the displayed report.

Note

Thisicon is not available for the first ac-
countstab. It isavailable for additional ac-
count tree displays.

Back Move back one step in the history.
Forward Move forward one step in the history.
Reload Reload (rerun) current report.

Stop Stops the HTML requests.
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Toolbar Button Description
Options Edit options specific to selected report.
Save Report Configuration Saves the displayed report. You will be able to run

the exact same report again by using the Reports -
Saved Report Configurations menu item.

Save Report Configuration As... Saves the displayed report in a configuration file
with a given name. You will then be able to run
the exact same report again by using the Reports -
Saved Report Configurations menu item.

Export Exports HTML formatted report to afile.

Print Queues the current report for printing.

Tab Bar

The Tab bar displays “notebook/file folder”-style tabs for open transaction registers, account trees and
reports.

Report Main Display

Thisiswherethereport or chart you have selected is shown. The properties of thiswindow are editablein
two ways. Selecting the Options button on the Toolbar lets you edit what the report is showing and which
accounts the information is drawn from. Selecting Edit - Style Sheets... lets you select the properties of
the page that displays your report.

Thereportisableto act likeaweb browser if your report containslinksto external web pages. The Toolbar
buttons allow you to move Back and Forward through web pages. It will also open account registers when
you click on links to accounts contained in the report.

Y ou can a'so Export your report to afile and Print the report through the Toolbar buttons.

Summarybar

The Summarybar is not displayed when viewing a report window.

Statusbar

The Satusbar works the same as described in the section called “ Statusbar”.

Reconcile Window

Reconcile Display Window
Tip
The detailed explanation of reconciling an account is described in the section called “ Reconciling
an Account to a Statement”.

To open the Reconcile window, click Actions - Reconcile... from the Menubar or the Reconcile button
from the Toolbar in aregister window. This will open a Reconcile screen in which you need to enter the
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Statement Date and the Ending Balance. If you select the Include subaccounts option, all transactionsin
the subaccounts of the selected account will also be counted for the reconcile operation. Pressing the OK
button will open a Reconcile window allowing you to compare deposit and withdrawal transactions to

your statement.

Reconcile - Window

Table 4.22. Reconcile - Components of the Reconcile Window.

Component

Description

Menubar

Contains the Menus used in the Reconcile Window.

Toolbar (Icons and/or Text)

Contains buttons used to access common Reconcile
Account Window tasks.

FundsIn Thispaneintheleft containsalist of fundsdeposited
in the account.

Funds Out This pane in the right contains a list of funds with-
drawn from the account.

Balance Pane

This pane in the lower right contains a list of bal-
ances useful for reconciling.

Reconcile - Menus

The following tables describe Menubar in the Reconcile Window.

Reconcile - Reconcile menu

Table 4.23. Reconcile Menu - Access to Reconcile Information and finishing or

postponing.

Menu Item

Description

Reconcile Information...

Opens the Reconciling Information Window.

Finish (Ctrl+W)

Complete the reconciliation of this account.

Postpone (Ctrl+P)

Postpone the reconciliation of this account.

Cancel

Cancel the reconciliation of this account.

Reconcile - Account Menu

Table 4.24. Reconcile - Account Menu - Access to account operations

Menu Item Description
Open Account Opens a transaction register for the accounts
Edit Account

Modify name or characteristic of selected account.
the section called “Editing an Account”

Transfer... (Ctrl+T)

Opens a Transfer assistant for entering a transfer
transaction between any two accounts.

Check & Repair

Verify and repair this account if necessary.
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Reconcile - Transaction Menu

Table4.25. Reconcile- Transaction Menu - Accesstotransaction editing oper ations

Menu Item Description

Balance (Ctrl+B) Opens the account's register window with a pre-
compiled balancing transaction.

Edit (Ctrl+E) Edit the currently selected transaction.

Reconcile Transaction (Strg+R) Reconcile the selected transactions.

Unreconcile Transaction (Strg+U) Do not reconcile the selected transaction.

Delete (Ctrl+D) Remove the currently selected transaction.

Reconcile - Help Menu

Table 4.26. Reconcile- Help Menu - Access to help.

Menu Item Description
Help Open this Help text file.

Reconcile - Toolbar Icons/Buttons
The Reconcile window has a Toolbar to quickly access some common functions used with reconciliation.
Note
The specific options displayed in the Toolbar varies by the functions available to the active tab.
Note

Some buttons in the Toolbar only become active as soon as a transaction has been selected in
the “Reconcile window”.

Tip

A brief description of the function of abutton is displayed when the mouse pointer is placed over
the button for a couple of seconds.

Table 4.27. Reconcile - Toolbar buttons

Toolbar Button Description

Balance Opens the account's register window with a pre-
compiled balancing transaction.

Edit Edit the currently selected transaction.

Reconcile Selection Reconcile the selected transactions.

Unreconcile Selection Do not reconcile the selected transaction.

Delete Remove the currently selected transaction.

Open Open an Account transaction window.

Finish Complete the reconciliation of this account.
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Toolbar Button

Description

Note

This button is not active (grayed out) un-
til the Difference value in the balance pane
(lower right) isO.

Postpone

Postpone the reconciliation of this account.

Cancel

Cancel the reconciliation of this account.

Schedule Transaction Window

Scheduled Transactions Main Display Window

Note

The detailed explanation of scheduling transactionsis described in the section called “ Scheduling

Transactions’.

This window is shown when Actions - Scheduled Transactions - Scheduled Transactions Editor is se-
lected from the Menubar. Thiswill open a new tab window with the Scheduled Transactions displayed.

Scheduled Transaction Main Window Components

Table 4.28. Components of the Schedule Transactions Window.

Component

Description

Menubar

Contains the Menus used in the Schedule Trans-
actions Window. It provides the standard list of
Menubar options and an additiona option, Sched-
uled, which presents options; New, Edit or Delete.
If no transaction is highlighted Edit and Delete will
be "grayed out".

Note

Some buttons in the Toolbar only become
active as soon as a transaction has been se-
lected in the “ Schedule Transactions win-
dow”.

Toolbar, Iconsg/Buttons

Contains buttons used to access Schedule Transi-
tions tasks.

Tabs Tabsto switch between open displays.

Transactions The Transactions pane contains alist of transactions
scheduled and related characteristics.

Upcoming The Upcoming pane contains a calendar of the next

months In this calendar the days in which one or
more transactions are scheduled, are highlighted
with acircle.

37



GnuCash Windows & Menus

Component

Description

You can change the time interval displayed in the
calendar by selecting a different period from the
View: drop down list on the right.

Tip
Click on a date in the pane and the details

about the scheduled transactions on that
date will be displayed.

Scheduled Transactions Menu

The following table describe the Scheduled menu options available in the Menubar when you are in the

Scheduled Transaction window.

Scheduled Transactions - Scheduled Menu

Table 4.29. Scheduled TransactionsMenu - Accessto scheduled transaction editing

operations.

Menu Item Description

New Add a new scheduled transaction.

Edit Edit the currently selected transaction.
Delete Remove the currently selected transaction.

Scheduled Transactions - Toolbar Icons/Buttons

The Scheduled Transactions window has a Toolbar to quickly access some common functions used with

scheduling.

Tip

A brief description of the function of a Toolbar button is displayed when the mouse pointer is

placed over theicon for a couple of seconds.

Table 4.30. Scheduled Transactions Window Toolbar

Toolbar Button Description

Save Save the current schedule of transactions.
Note
Only active if changed data has not yet
been saved.

Close Close the Scheduled Transactions window.

New Add a new scheduled transaction.

Edit Edit the currently selected transaction.
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Toolbar Button

Description

Delete

Remove the currently selected transaction.

Budget Window
Budget Window Menus

Actions - Budget - Open Budget will open the default budget or offer you a choice if there is more than
one budget. A new tab will open with the budget displayed.

Here are some menu items that are particularly useful to working with budgets.

Budget Window - Edit menu

Table 4.31. Budget - Edit Menu - Special

itemsfor the budget window.

Menu Item

Description

Estimate Budget

Estimate a budget value for the selected accounts
from past transactions.

All Periods... Edit budget for al periodsfor the selected accounts.
Delete Budget Delete this budget.

Edit Note Edit note for the selected account and period.
Budget Options Edit this budget’ s options.

Budget Window - Actions menu

Table 4.32. Budget - Actions Menu - Items in the standard menu that relate to

budgets.
Menu Item Description
Budget - Opens the Budget sub-
menu to select budget actions.
Tip

The menu items needed to plan bud-
gets are described in detail in Ta
ble 4.4, “Account Tree - Actions-Menu
- Setup scheduled transactions, re-
pair accounts, perform stock splits,
transfer and reconcile transactions.”.

Budget Window - Reports menu

Using mor e than one budget

When there is more than one budget, the reports will use the budget selected in book options by
default. See the section called “Book Options’ and the section called “Budgeting Book Options




GnuCash Windows & Menus

Tab” for more details. After the report is displayed, the budget it uses can be changed in the Edit
- Report Options General tab.

Table 4.33. Budget - Reports Menu - Items in the standard menu that relate to

budgets.
Menu Item Description
Budget - Opens the Budget sub-menu
to select a budget report.
Tip

The menu items available to display bud-
get reports are described in detail in Ta
ble 4.6, “Account Tree - Reports-Menu

- Access GnuCash Reports and Charts.”.

Budget Window Toolbar, Icons/Buttons
The Budget window has a Toolbar to quickly access common functions used with budgeting.
Tip

A brief description of the function of a Toolbar button is displayed when the mouse pointer is
placed over the icon for a couple of seconds.

Table 4.34. Budget Window Toolbar

Toolbar Button Description
Save Save the current file.
Note
Only active if changed data has not yet
been saved.
Close Close the Budget window.
Open Open atransaction register of the selected account.
Options Edit this budget’s options.
Estimate Estimate a budget value for the selected accounts
from past transactions.
All Periods... Edit budget for al periodsfor the selected accounts.
Delete Delete this budget.
Note Edit note for the selected account and period.

Budget Window Main Display

The budget window contains a list of accounts down the left hand side, and a set of columns down the
right hand side that represent budget values. Each column corresponds to a budget period. The number of
periods for a budget can be changed using the Budget Options dialog.
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Procedure 4.1. Entering a budget value

1. Clicktherow corresponding to the account you wish to budget

2. Choose the period thisvalue isfor, and click in the cell corresponding to that period

3. Typethevauein thecell

4. PressEnter tofinish editing the value.
Budget Options

Table 4.35. Budget options

Option

Description
Budget Name The budget nameis used in the tab’s name and also
in any reports you create with the budget.
Notes A description of the budget.
Budget Period

The budget period includes when the budget starts
(start date) and how long each budget period lasts.

Number of Periods

The number of periods in the budget.

Business Windows

Customers Overview

To open the Customers Overview window, click Business —. Customer —. Customers Overview .

Table 4.36. Customers Overview - Toolbar, | congButtons

Toolbar Buttons

Description
New Create a new customer.
Edit Edit the selected customer.
New Invoice

Createanew invoice (by default it isfor the selected
customer).

Customer Listing

Show customer aging overview for all customers.

Process Payment

Starts the Process Payment assistant.

Table4.37. Customer context menu

Context menu item Description
Rename Page Rename the current page/tab.

Edit Customer Edit the selected customer.

New Invoice Create anew invoice.

Customer Report Show customer report.

Process Payment Starts the Process Payment assistant.
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Note

The customer context menu appearsif you right click on a customer in thelist.

Vendors Overview

To open the Vendors Overview window, click Business - Vendor - Vendors Overview .

Table4.38. Vendors Overview - Toolbar, | cons/ Buttons

Toolbar Buttons

Description
New Create a new vendor.
Edit Edit the selected vendor.
New Bill Create a new bill (by default it is for the selected
vendor).
Vendor Listing Show vendor aging overview for all vendors.
Process Payment

Starts the Process Payment assistant.

Table4.39. Vendor context menu

Context menu item

Description
Rename Page Rename the current page/tab.
Edit Vendor Edit the selected vendor.
New Bill Create anew hill.
Vendor Report Show vendor report.
Process Payment Starts the Process Payment assistant.
Note

The vendor context menu appears if you right click on avendor in thelist.

Employees Overview

To open the Employees Overview window, click Business - Employee - Employees Overview .

Table 4.40. Employees Overview - Toolbar, | cong/Buttons

Toolbar Buttons

Description
New Create a new employee.
Edit Edit the selected employee.
New Voucher Createanew voucher (by defaultitisfor the selected
employee).
Process Payment

Starts the Process Payment assistant.

Table 4.41. Employee context menu

Context menu item

Description

Rename Page

Rename the current page/tab.
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Context menu item Description

Edit Employee Edit the selected employee.

New Voucher Create anew expense voucher.

Employee Report Show employee report.

Process Payment Starts the Process Payment assi stant.
Note

The employee context menu appearsif you right click on an employee in the list.
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Chapter 5. Setting Up, Editing &
Working with Accounts

This section describes the process of setting up, editing and working with GnuCash Accounts. In GnuCash
an Account is used as the basic tool to organize the recording of where money comes from and goes
to. GnuCash also extends the concept of real world accounts such as a bank account or loan account to
grouping income and expense accounts. This allows you to quickly see where you spent your money and
what your magjor income and expenses are. GnuCash sets Account Types (as described in the next section)
to help in organizing and grouping accounts. Account Types can be used to create a Chart of Accounts.

Types of GnuCash Accounts

GnuCash supportsanumber of different account types. It isrecommended to choose an appropriate account
type based on the list of account types described below.

Warning

The Accounts Payable and Accounts Receivable types are used internally by GnuCash'’ s business
features. Transactions involving these accounts should not be added, changed or deleted in any
way other than by using

* post/unpost bill/invoice/voucher or

* process payment

Table5.1. Types of GhuCash Accounts.

Account Type Description

Accounts Payable Accounts Payable are used by businesses to record
amounts that must be paid. Example: The business
has bought something, but the business has not paid
the bill until later.

Accounts Receivable Accounts Receivable records amounts for which
money has not yet been received. Example: A busi-
ness has sold something and issued a hill, but the
client has not payed until later.

Asset Asset accounts are used for tracking things that are
of value and can be used or sold to pay debts. (Nor-
mally a placeholder account)

Bank The Bank account type denotes savings or check-
ing accounts held at abank or other financial institu-
tion. Some of these accounts may bear interest. This
is also the appropriate account type for check (deb-
it) cards, which directly withdraw payments from a
checking account.

Cash The Cash account type is used to denote the cash
that you store in your wallet, shoe box, piggyback,
or mattress.

Credit Card The Credit Card account typeis used to denote cred-

it card accounts, both for cards that allow floating
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Account Type Description

lines of credit (e.g. VISA, MasterCard, or Discov-
er) and with cards that do not permit continuing bal-
ances (e.g. American Express)

Currency Currency Accounts were used for trading curren-
cies, but have been replaced by the Currency Trans-
fer pane on the Transfer Funds Window (the section
called “ Transfer Funds Dialog Box”).

Equity Equity accounts are used to store the opening bal-
ances when you first start using GnuCash or start a
new accounting period.

Expense Any expense such asfood, clothing, taxes, etc. This
typeis called a category in Quicken.

Income Any income received from sources such as saary,
interest, dividends, etc. Thistypeiscalled acategory
in Quicken.

Liability Liability accounts are used for tracking debts or
financial obligations. (Normally a placeholder ac-
count)

Mutua Fund A professionally managed portfolio of stocks and
bonds or other investments divided up into shares.

Stock A share of ownership in a corporation, which enti-
tlesitsowner to all therisksand rewardsthat gowith
it.

The New Account Hierarchy Setup assistant described in the first section of this help is a convenient
way of setting up a set of accounts to use as a framework of account types.

When new accounts are created the available choices of account types are grayed out according to what
type the parent account is. The following list contains the possible choices.

» Accounts Payable: All accounts except Equity, Expense and Income can be child accounts.
» Accounts Receivable: All accounts except Equity, Expense and Income can be child accounts.
» Asset: All accounts except Equity, Expense and Income can be child accounts.

» Bank: All accounts except Equity, Expense and Income can be child accounts.

» Cash: All accounts except Equity, Expense and Income can be child accounts.

 Credit Card: All accounts except Equity, Expense and Income can be child accounts.

» Currency: All accounts except Equity, Expense and Income can be child accounts.
 Equity: Only Equity accounts can be child accounts.

* Expense: Only Expense or Income accounts can be child accounts.

 Income: Only Expense or Income accounts can be child accounts.

* Liability: All accounts except Equity, Expense and Income can be child accounts.

e Mutual Fund: All accounts except Equity, Expense and Income can be child accounts.
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 Stock: All accounts except Equity, Expense and Income can be child accounts.

Creating a Chart of Accounts

The Chart of Accountsislike atable of contents for your finances. The best way to conceptualize a chart
of accounts is as atree. The main branches represent entire categories or groups, while the leaves of the
tree denoteindividual bank accounts or expense categories. When asummary report isrequested, typically
only the main branches are shown in the report, rather than the individual accounts. For example, a chart
of accounts might look like the following:

300 Expenses
|+. -310 Li vi ng Expenses
I |+ -311 Beer
I |+ -312 Cabl e
|+- -320 Busi ness Expenses
I |+ -321 8-inch Fl oppies
I |+ - 322 Bl ue Ray RW DVDs
]
Accounts codes

Note that accounts not only have names; they may have codes, to order the accounts. When a
report is generated, the sort order is determined by the numbering. It’ s customary to have the | eaf
accounts end in non-zero digits, while parent nodes have increasing numbers of zeros.

Warning

GnuCash does not prevent duplicate numbering, although we would encourage you to avoid this.
Account codes are treated as numbers in base-36, thus, if you run out of humbers, you can use
the letters, athrough z.

Editing a Chart of Accounts

Editing the Chart of Accounts is done within the Parent Account pane of the Edit Account dialog. It is
possible to move an account to any part of the Chart of Accounts. It is recommended to keep accounts
generally under the related types of accounts as described in the section called “Types of GnuCash Ac-
counts’. This helpsto preserve the Chart of Accounts structure.

To move the selected account to a different parent account just select the account in the Parent Account
pane. If New top level account is selected then the account will be moved to the top level.

Creating a New Account

To create a hew account go to Actions . New Account... or click the New Toolbar icon in the Account
Tree Window. The New Account dialog will be opened.

The New Account properties dialog consists of two tabs, the General tab and the Opening Balance tab.
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Creating a New Account involves planning in advance several details that are used in the New Account
dialog.

What type of account is needed.

Where it fitsin the structure of the Chart of Accounts.

If thereis an Opening Balance.

If thereis a Commaodity (security/currency) needed for the account.

If online updating of the commaodity price is needed.

These details are described below.

General Information Tab

The General tab is used to access the basic information about the account. It provides away of connecting
the account to stock information if it is one of the currency, mutual fund or stock account types. It can
also be flagged as a Placeholder account. It displaysif it isflagged as a Tax Related account (which is set
through the Edit . Tax Report Options dialog).

There are seven fields in the Identification section of this tab.

1

2
3.
4

Account Name: The name for the account such as First Bank Checking.

. Account Code: The optional number code as described in Accounts codes.

Description: Optiona description for the account.

. Security/Currency:

Note

The Type field in the Select Security is determined by the selection of Account Type panel
in the New Account screen.

* For accounts other than Stock or Mutual Fund this should be the default currency, USD (US Dallar)
or your local currency symbol. If this account is for a foreign currency then use the Select... button
to choose a different currency from the currencies pull-down list.

» For Accounts containing a Stock and Mutual Fund; first select stock or mutual fund in the Account
Type panel, then the Parent Account, then use the Select... button, to choose the Type (usually the
exchange the security is traded on) and security from the Select Security window.

If the required security/fund is not on the list, and you have the correct Type you will need to create
the security/fund. To create acommaodity for mutual fund and stock accounts select the New... button
in the Select Security screen, to bring up the New Security: screen. The options are described in detail
in the Security Editor the section called “ Security Editor” section. Fill in a name, symbol and type
and Close to create the security. After the security is created select the Type: (usually the exchange
the security istraded on) and the namein the Currency/security: drop down list and Close the screen.

. Smallest Fraction: The smallest fraction that will be tracked.

. Account Color: The color to assign to the account’ s register tab. Click on the color button to open the

Pick a Color screen. To reset the account color click the Default button.

. Notes: Thisisafree form text box that can be used for any additional notes about the account.
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Below the panes are 3 check-boxes: one to show if the account is Tax Related, one to mark the account
as a Placeholder, and one to mark an account Hidden.

The Tax Related check-box means that an account has been flagged to be included in the Tax Schedule
Report. Thisflag is only displayed on the Edit Account dialog and is set in the Income Tax Information
dialog ( Edit - Tax Report Options ). For related reports see the examples like Tax Schedule Report and
TXF Export in (the section called “ Country Specific Reports”).

The Placeholder check-box sets an account to read-only status and prevents the addition of transaction
data to the account.

Note

Setting an account to Placehol der will a so hidethat account in the pop-up account listin aregister.
Sub-accounts to the placeholder account will still display in the pop-up, however.

The Hidden check box hides an account (and any sub-accounts) in the account tree. To reset this option,
you will first need to open the View - Filter By... dialog for the account tree and check the Show hidden
accounts option. Doing so will allow you to select the account and reopen this dialog.

Note

Hidden accounts still appear in the pop-up account list in aregister. To remove an account from
this pop-up account list as well, check the Placeholder check box.

Below these checkboxesisapane that containsalist of Account Types. Select atype from the descriptions
in the section called “Types of GnuCash Accounts’.

The next pane contains an account tree to choose a Parent Account. To create a new account tree select
New top level account.

Note

The available choices in the Account Type pane depends on the selected account in the Parent
Account pane. For exampleif the Parent Account is Assetsyou will see only Equity in the Account
Type pane. Thisisto help maintain a proper account structure for the Chart of Accounts.

Steps to enable Online Quotes updating

1. GnuCash uses an externa tool to retrieve online courses. This tool is a Perl module called Fi-
nance::Quote and must be installed independently of GnuCash on your computer.

Tip
The instalation of Finance::Quote is described under the section called “Installing Fi-
nance::Quote”.

2. Createthe Account for the mutual fund or stock withit listed in the Security/Currency field, asdescribed
above.

Tip

When creating these accounts it is a good time to create income accounts to track dividends,
capital gains (long and short) and expense account(s) for tracking commissions and |osses (if
you track losses as expenses).
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3. Create the mutual fund or stock with either the Security Editor for existing stock/funds or the New
Security/Currency dialog for a new stock/fund.

Select Get Online Quotes, Type of Quote Source and Timezone.

Online currency quotes require that the check-box for Online quotes and the timezone be selected in the
Security screen and the Security Editor check-box for "get quote" box is checked for those currencies
that are to be downloaded.

» Get Online Quotes This check-box is to enable this security/fund to have quotes downloaded from
an online source.

» Type of Quote Source use the radio buttons to select the type of source for the Online quotes. Mul-
tiple: quote sources like “Europe” should be used if fail-over to multiple sites are desirable. Single:
selections will only return information from the specified source.

After selecting the type of source for price quotes, select a