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Introduction

The BudgetLink Community Software suite has been developed to assist community organisations in
undertaking their financial management in three primary ways:

v' Create activity-based financial models from single activity to full organisational budgets
v Allocate service units against financial models to ascertain unit costs
v" Automate reporting of actual and budgeted performance

This “Software Install Guide” forms part of a broader set of resources that, when combined, step
through the full functionality of the software.

One of the strongest aspects of BudgetLink Community is its ability to connect to off-the-shelf
accounting software, such as MYOB, Xero, Reckon, Sage etc. This provides for all the accounting data
structures used by an organisation (e.g. Account and Activity lists) to be immediately available to the
user within the software.

However, before undertaking a full data connection to a ‘live’ data file, we suggest initially connecting
to the sample data file that is available within the software, to allow for a simpler initial review of the
software, ascertaining its application to your organisation, then moving onto a full file connection once
familiar with the software’s functionality. Both approaches are explained below.
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Install and Data File Set-Up

This document explains the BudgetLink Community software install process, together with connecting
to either a sample data file or an accounting system data file. The Examples shown here refer to a
MYOB data file but the process is the same for other accounting software.

The BudgetLink Community software is available via download link. Once you have clicked on the
download link you will see something similar to the following, depending on your version of windows

— Doyouwantto run or save Install_CaP5.exe (51.9 MEB) from accountingaddons.com.au? Run Save hd Cancel

- Click the arrow next to the ‘save’ button, select ‘save as’

The ‘Save As’ window will appear

& Save As |

Organize v MNew folder B== - I@I

Search Bl community

.+ Computer » Windows7_05(C) » BL community test - |¢,|

& Downloads 0 Name Date modified Type
:*'J Recent Places
Mo items match your search.
4 Libraries
3 Documents
J‘. Music
| Pictures

B videos

m

M Computer
& WindowsT_0S (C3)
g@? Lenovo_Recovery (Q:)

File name: Install_CaPS -

Save as type: | Application VI

“ Hide Folders Save l ’ Cancel ]

you want to run or save Install_CaP5.exe (51.9 MB) from accountingaddons.com.au? Run Save - Cancel

- Click the ‘New folder’ menu item and set-up a new folder in any part of your computer you
choose, we recommend you use your local drive for the trial. In this example we’ve set up a
folder called Computer > C: > BL Community Test

- Click the ‘Save’ button



An install file will appear in the ‘Save As’ window

Organize « Open Mew folder
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Date modified

21,/03/2016 9:20 PM

w{ Favorites R

M Desktop %2 Install_BudgetLink_Community

4 Downloads

=l Recent Places

- Double click the install file
A security warning window may appear
Open File - Security Warning N
Do you want to run this file?
@ Mame: ..versionsitest\Install_Budgetlink_Community.exe
Publisher: Accounting Addons Pty Lid

Type: Application

From: CACRUMCH\Clients\WACOSS\CaPs project\CaPs ...

Run

J {

Cancel

Always ask before opening this file

- you trust. What's the risk?

|--"‘~] While files from the Intemiet can be useful, this file type can
.\\ﬂ; potentially ham your computer. Only run software from publishers

5

|8

- Click the ‘Run’ button

The WinZip window will appear

WinZip Self-Extractor - Install_Budgetlink_Community... | 2

To unzip all files in this seff-extractar file to the
specified folder press the Unzip button.

Unzip to folder:

Unzip

Fun Windip

-aP5 test versionsBL Community Browse. ..

)

Cloze

[7] Overwrite files without prompting

[ When done unzipping open:
BudgetLink Community exe

About

Help

- Click the ‘Unzip’ button

‘Browse’ to the same folder into which you installed the software
‘Untick’ the box “When done unzipping open: BudgetLink Community.exe”



A message will appear to show the process is complete

WinZip Self-Extractor - Install_Budgetlink Community.. | 2 |

T unzi ~—

sectiod 1| WinZip Self-Extractor [ = e
indip

IUnzip to fi Wi

“2PS tast 457 file(s) unzipped successfully E

O
2@

[ When ¢, pt |
e B

- Click ‘OK’
- Click ‘Close’ on the Win Zip window

The install folder will now show a “System” folder and application icon
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= B ®
CaPs project » CaPStest versions » BL Community » - | +4 | | Search BL Community L
¥ =~ 0l @
MName * Date modified Type Size
| System 21/03/2016 9:29 PM  File folder
% BudgetLink Coemmunity 8/01/2015 4:07 PM Application 157 KB
*@ Install_Budgetlink_Community 21/03/2016 9:20 PM  Application 53,683 KB
- Double click the “BudgetLink Community” application icon
You may see a security warning with an ‘Enable Content’ button
HOME  INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ADD-INS
'3 b Cut Calibri -l A A A == -  EWapTex General
Bcopy - -
B & Format Painter | B 1 Y 7 oEE T DA E== &= EHMegesiCenter - § - % 0
Clipboard ] Font ] Alignment Ma Mumber
SECURITY WARNING Macros have been disabled. Enable Content
- 2

- Click ‘Enable Content’

You may see a “Customisation Installer” warning
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3 667)
Microsoft Office Customization Installer
Publisher has been verified % i{’
Are you sure you want to install this customization? Q 7
dencies...
Name: AddonsLink.CaP5.Ribbon
From: file:///C./BL community test/System/Ribbon/AddonsLink.CaPS.Ribbon.vsto
Publisher: Accounting Addons Pty Lid
While Office customizations can be useful, they can potentially harm your computer. If you
do not trust the source, do not install this software. More Information...
istall | | Don'tnstal
- Click ‘Install’
A welcome window will appear
BudgetLink Community 29

Welcome to BudgetLink Community.

If you are new to BudgetLink Community, we
recommend you take the time to read the
Getting Started Guide.

Getting Started Guide

— laccept the terms and conditions found in User License Agreement
the End User License Agreement.

Is this a new instalation or an upgrade?

System

- Tick the “I accept the terms and conditions...” box (or read the licence agreement)
- Click the ‘New Installation’ button

Clicking the “getting started guide” button will open a link the Accounting Addons general
“BudgetLink” help site, which can be useful but will include functionality you will not yet be familiar
with unless you have used BudgetLink previously.

A “Add trusted location” window will appear



F = r
Add trusted location for BudgetLink € #-uﬂ )' PG
risted location for udgetLin o ity

| 'y Y
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A trusted location can be added to Excel to start Budgetlink Community automatically.

Do you want to add a trusted location now?

[ Do not display this message again Yeg Mo

- Click the ‘No’ button

A Trial window will appear

BudgetLink Community v2016.3.2.168 Licensing % |
Welcome to BudgetLink Bii?:u‘;sa:‘”‘“‘
Community!

To continue trialing BudgetlLink Community, dick Continue Trial.

To use Budgetlink Community after 18/04/2016, you wil need to Get and
Enter a License Key.

To obtain your License Key, dick Get License Key. Get License Key

Once you've received your license key, dick Enter License Key. Enter License Key |

Licensed Editions l Data Files ]

Your licensed editions and modules are displayed belaw.
¥ Budgetlink Community On trial until 18/4/2016

System | Continue Trial

- Click the ‘Continue Trial’ button to continue on a trial licence (available until the date shown)

Or...

- Enter alicence key via the Enter Licence Key” button if you have received a key

Or...

Request a licence key and continue using the trial version

A ‘Setup Data File’ window will appear
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Setup Data File &2

Mo data files have been setup.

Do you want to setup a connection to a data file now?

[ Do net display agsin Yes Mo

- Click the ‘Yes’ button

The ‘Data file setup’ window will appear

The following window refers to use of the sample data file, which is recommended for trialling the
software. (If you wish to connect to your own software data file, move to the next step)

Data file setup I_EE
Data file Details
Company Name | Community Test Currency ’m J
Data Filz Type | Sample j
-

Sample Datzbase Ssettings

Sample Datsbase Community Sample 1 j
Oplions
-
Get Data Options
Method Always parform 2 FULL GET DATA (default) j

Test oK | Cancel |

- Type any name you choose for the file in the ‘Company Name’ box
- Select ‘Sample’ from the ‘Data file type’ drop down box

- Select ‘Community Sample 1’ from the ‘Sample database’ drop down box
- Click the ‘Ok’ button

If you choose to use your own accounting software file...



Data file setup
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— Data file Details

Company Name

Diata File Typs

I Community Test Currency Default

I MYOR AccountRight 19 or prier (MYO, JPRM, PLS)

[T Use a pre-configured DSN to connect to this data file

— MYOR Data File Settings

Data File Path C:\CaPS test versions\Community Sample L.avyo Broviss |
User Name I Administrator
Password I "
N kP | I TCRIP j Use TCPIP unless advised otherwise,
ODBC Driver I [Auto Detect) j
— Oplions
[¥ Master Company for Consolidated Accounts and Job

— Get Data Oplions

Method

I Always perform = FULL GET DATA (default)

|

oK

Type your Organisation’s name in a form you’d like to appear on reports in the ‘Company

Name’ box

Select your software type from the ‘Data file type’ drop down box

Browse to your file location from the “Data File Path” box
Set the user name and password used in your software

You can choose to test the connection by clicking the “Test” button
Click the “Ok” button
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Community

The ‘Manage Data Files’ window will appear, with your file name on the list

- '
Manage Data Files |i|
MYOE Data Files
Add Data Fie
Edit Data Fil=

Remcwe Data File

Maowve Up

Maowve Down

Close

- Click the ‘Close’ button

The ‘Get Data Options’ window will appear, with the ‘Full Get Data’ radio button highlighted

Get Data Opticns | =

Get Data has not yet retrieved data from your data file(s).

% Full Get Data

Get latest changes into CaPS from your data sources (i.e. MYOE, Quickbooks, Xero, Excel, ete.)
(Use this option if you wish to incorporate the lstest data source updates into CaPS.)

" Quick Get Data (fzst option)

Manage Data Files Options... oK I Cancel

- Click the ‘Ok’ button
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If you are using the sample file you may see a ‘Confirm Sample Data File’ window

i | |"|

Confirm Sample Data File s

CaPs is currently configured to get data from a sample data file.

Do you want to setup a connection to your live data file or continue using
the sample data file?

Setup Live Data File Continue Using Sample

- Click ‘Continue using Sample’ button

A “Get Data Progress” window will appear

Get Data Progress | 2
BudgetLink Community
Accounting Addons |
Automated Excel Schutions accountingaddons.com.au
Retrieving consolidated and virtual jobs ... Done. 1 second ;I
Detecting deleted meta data.

Mo deleted accounts with budgets detected.

Mo deleted categories with budgets detected.

Mo deleted jobs with budgets detected.
Finished detecting deleted meta data.

Initializing data structure ... Done. 1 second
Retrieving cash flow ageings ... Done, 1 second
Retrieving budget data ... Done. 1 second
Retrieving data file account budget ... Done. 1 second
Retrieving data file job budaet ... Done. 1 second
Retrieving actual data ... Done. 1 second
Calculating cash flow data ... Done. 1 second
Applying adjustments to versions ... Done, 1 second
Calculating year to date data for detail companies ... Done. 1 second
Calculating retained earnings ... Done. 1 second
Calculating year to date data for consolidated companies ... Done, 1 second
Retrieving comments ... Done. 1 second

Finished getting data into Excel {1 second).

Budietl_ink Communii is v:urrenﬂi usini 346,57 MB of memori. —
-

Open Log | Send Log | Close

III

- After you see the “complete!” message as above, click the ‘Close’ button

The software should now be ready for use.



