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Introduction    Control Your Portfolio 
 
CYP is designed to save you money by making it easy for you to prepare statements of investment 
activity to hand to your accountant at the end of the financial year. 
 
This program does not replace your broker, accountant, or financial advisor. 
 
It will save you money because you will log your various financial transactions not your 
accountant.  At the end of the financial year various reports financial will summarise all of your. 
investing for the year.  This is an administration program. 
 
This program has been designed to allow you to take control and manage your investment portfolio. 
 
The program features 5 modules: 
 Calendar which is the home page. 
 Investing where your transactions are recorded 
 Calculator to study what-if situations. 

Contacts 
Personal Data to store passwords, serial numbers etc 
Preferences 
 

Module Description 
 
Calendar (Home) Features a full calendar program which also displays reminder dates of 

things like maturity dates for investments. 
Investment Controls and organises your transactions for share trading, managed 

funds, term deposits, unit trusts and bonds. 
Contacts Password protected, permits storing of your contact information 
Personal Data Password protected, is handy for storing all of your passwords, serial 

numbers, user names etc. 
Preferences Stores your information that will print on reports etc 
 
 
 
 
The program incudes the financial pages 
necessary to help you, as well as a very 
extensive Calendar module, a Contacts module, 
and a Personal data module where you can 
store passwords, serial numbers etc. 
 
You commence the program by clicking twice 
on “Start.USR”. 
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The navigation between modules is via buttons located at the top of the screen.  Navigation buttons 
and “tabs” only require a single click to operate. 
 
Simply click once to move to a different module.  Here the “Calculate” module has been selected.  
This a module that permits you to perform “what-if” situations. 
 
 

 
 
The Investment module has “tabs” to permit you to navigate between the various investment types, 
such as shares and term deposits etc.  Note also the smaller “tabs” that allow you to choose a 
Company List, also Company Reports and Dividends. 
 

 
 
“Tabs” are also provided for transaction control for each investment type on the applicable control 
screen.  Here the Share transaction control “tabs” are shown. 
 

 
 
The main screen for each tab is a control screen that allows you to manipulate an investment on one 
screen.  Buy, Sell, Update etc, all on one screen. 
 
The page control buttons for finding, editing, deleting , or creating new records, are located at the 
bottom of the page.   When you create a new record (that is a new entry), you use the “New” button.  
To change an existing record, you click on the ‘Edit” button.  
  

 
 
When you apply either of these buttons, you will be 
presented with a “Cancel” and a “Save” button.  Save has 
an “OK” label.  These buttons are waiting for you to 
complete your entry. Click “OK” to save your entry. 
 

 
 

You cannot navigate away from a page whilst a “Cancel” and an “OK” buttons are showing.  If you 
are in doubt about your entry, click “Cancel” which will return you to the original screen without 
affecting anything. 
 
 
Remember: you only click once on buttons and tabs to make your selection. 
Every data entry page works the same way. 
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On the initial start screen, click on the 
“Click to Start” button, and the Home 
Page/Calendar screen appears, similar 
to this: 
 
Under the “Settings” tab, you are able to 
alter the appearance of this page.  Note 
the lower section marked “Financial 
Reminders”. 
 
This is where investments maturing or 
dividends due on this date would be 
shown.  There are example two examples 
shown: Payments from BTA and a term 
deposit maturing for BWA.. 
 
  
 

 

Important Details 
 
1. Auto Calculations and decimal places. 
 
The auto calculations within this program  round to two decimal places, because that is what every 
day currency is.  Some trading houses use six decimal places and some dividends can be in cents 
with  six decimal places as well.  That means effectively eight decimal places.  This program does 
its best but every now and then they might be a slight difference between this program’s calculation 
and your supplied data.  You can over-ride the calculated data by typing over the top. 
 
2. Too many fields. 
 
This program is a “one size fits all” administration program.  That means there are fields to cope 
with all data required to be stored.  In some countries there are fields within this program that do 
not require an entry.  For example, not every country has a GST or VAT.   If indeed there is a 
country tax on trades enter the percentage on the preference page instead of a GST. 
 
You do not have to fill information into every field.  There are some that you must enter; but they 
are obvious, such as Company Name etc. 
 
3.  All investments in this program have a number or a quantity held and some have a “sale” price. 
Please note that some investments such as Term Deposits have a “hidden” cost price of $1 to make 
calculations correct for reports.  So when a report shows a latest price of $1 it is only used for 
reports and does not affect your valuations in any way.
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How a database works 
This program is in effect a database.  A database program stores information, permits manipulation  
of data, and allows reports to be generated.  
 
Consider a simple database that stores information on contacts. 
For example, you might have a contact: John Smith, who lives at 21 West St, Bondi, NSW, 2020, 
and has a telephone number: 9833 4567 
 
This is a record, and every contact is a different record.  The information within each record is 
stored in a field of information.  Fields can be defined (designed) to store text, numbers, pictures 
etc.  A database consists of records and their data stored in fields. 
This Contact database would have the following fields: 

First Name 
Last Name 
Address 
Suburb 
PostCode 
State 
Telephone Number 

 
Here is an example showing how three different records (contacts) would be stored: 
 
First Name John Mary Michael 
Last Name Smith Adams Moore 
Address 21 West St 10, 42 Ocean St 21, 189 Main St 
Suburb Bondi Frankston Kew 
PostCode 2020  3101 
State NSW Vic Vic 
Telephone Number 9833 4567   
 
Note that data does not have to be entered into every field.   
On a data entry screen, these fields are shown as boxes.  See below for a section of a new Share 
Company entry screen: 
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First you enter data into a field, then press the tab key to 
move to the next field (box). Click the OK (or Cancel…to 
not save your entry) button when you have entered all of 
your data to save your entry. 
 

 

 

Button Activity Description 
 

 

New button permits a new record to be created.  Some programs call this 
button “Enter” or “Create” 

 

Allows changes to a record. 

 

Allows a record to be deleted permanently 

 

Will stop what ever you are doing, not save your actions, and return you 
to a main screen. 

 

This will save what ever you are doing and return to a main screen.  You 
should only click this when your data entry is correct and complete. 

 
You will save yourself time and no doubt frustration if you do not rush your data entries.  When 
people rush they invariably make mistakes, which then need to be corrected by using the Edit 
function.  Slow and steady wins the day. 
 

Selecting from a list 
 
Various lists are provided as easy way to see data and allow a quick Find to be performed.  Here is 
a typical list.  Note the three arrow icon(s) to the left of each record.  Click once on this icon 
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to go the full record screen for the record horizontal line you chose. 
 
Clicking on a 3 arrow icon to select a record from a list is standard throughout this program. 
 
 

Data Entry 
 
Most data entry screens have boxes that will store your data.  These are called fields of information 
and each record you create is made up of fields. 
Fort example, with Contacts, you would have a field named “Title” where you would enter : Mr or 
Mrs etc., then a field named ‘First Name” where you would enter : John or Mary etc., and so on. 
 
To move between these fields you should use the Tab key.  It will automatically position the insert 
bar into the next field for you.  Shift Tab combination will go backwards.  This saves you having to 
click into each field when entering data.  Tab through all the fields to complete your data entry. 
 

Starting 
 
You should go to the Preferences module and enter your personal data and various financial 
preferences listed. 
 
You can enter data into the calendar, contacts, and personal data whenever you wish. 
 
The Investment module takes a bit of consideration before you rush into it. 
If you are using a demonstration version, there is data there to play with straight away.  Go ahead. 
 
If you wish to enter your own data into: shares, term deposits etc., you need to go to the main or 
control screen for each option.  The logic behind the operation of this program, is that you enter a 
company name that you wish to purchase shares or invest, and save this entry.   
 
Click on the New button and enter the company details for the shares or other investments you have 
made.  The New button permits a new record to be entered. 
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We recommend entering all your investment company information before entering transactions as a 
time saver. 
 
Remember, if in doubt, click cancel and start again.  You cannot leave a screen showing a Cancel 
and OK button; you must click one or the other.  Clicking OK saves or actions your choice, Cancel 
will stop whatever you have been doing and return to a main screen as if nothing happened. 
 
 
Then enter your purchase shares or investment as a transaction, via a Tab on the main screen such 
as: 
 

 
 
This is the Tabs available on the share control screen. To enter a new share purchase transaction in 
the applicable company, click the “New Share Purchase” tab once. 
 
Note that the four tabs shown are in the exact same order on the control screens for: Managed 
Funds, Term Deposits, and Bonds.  The terminology just changes between the different forms of 
investment.   
 
When you click on a “New Purchase” tab (shown above as  “New Share Purchase”), a new window 
will appear where you will create a new record (transaction) for this company. 
 
If you click on the “New Share Sale” 
tab, (or the equivalent in the other 
investment modules), a list of 
investments held in that company 
will appear, and you can choose 
from which transaction to sell. At 
times, you might have to do several 
“Sale” transactions to cover one 
actual, in this case share sale.  The 
reason being, you may buy shares 
several times over the years but 
decide to sell them all in one lot.  
You need to assign the purchased 
transaction to the new sale 
transaction to keep track of capital 
gains.  You can overwrite the 
automatic brokerage etc costs.  As a 
suggestion, it is easy to assign the 
total brokerage etc costs to just one 
sale and make the rest a zero cost for 
multiple sales.  This way the 
numbers will be correct and avoid 
rounding errors that can occur 

 
 

 
 
 

 
The main control screen for each investment type displays a list of purchase or investments made in 
that company at the bottom of the page, with the first tab showing, in the case of share, “Share 
Purchase Transactions”.   You may go to the entry screen for a purchase or investment by clicking 
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once on the three arrow icon to the left of the applicable line.  As long as you haven’t made a sale or 
reduced your investment in that transaction, you can edit or even delete it in case you have made an 
error. 
 
 
 
 
The remaining tab, when 
clicked once, will display a list 
of sale or investment reduction 
transactions.   
 
Once more, you can go to the 
entry screen for the investment 
by clicking once on the three 
arrow icon to the left of the 
applicable line.  This allows 
you to edit or delete as you can 
for purchases. 
 

 
 
 
. 
 
When you are comfortable with the operation of this program, and remember every page works the 
same way, and each investment type works the same way, you will find entering transactions a 
breeze, taking no time at all. 
 
If, for some reason your computer shuts down, say due to a power failure, and you are mid way 
between entering a transaction, you will need to check what was entered next time you start your 
computer.  You should be able to delete nearly every transaction in this program.  There are a few 
situations where you cannot delete due to double entry standards.  Should that occur simply enter 
another transaction to counter the one in error, and make a comment for your accountant to register 
what you have done, and why.  This way the numbers will be correct. 

 

Problems 
Any problems please email us at: admin@controlyourportfolio.com for assistance. 
 
It may take a day or so to respond. 
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 Shares Investments Module 
 
The Investment Module is the heart of this program and the reason why this program was 
developed in the first place. 
 
Control Your Portfolio was written to permit an investor to keep track of his or her investments in: 
Shares, Managed Funds, Term Deposits, and Bonds.  It keeps track of all investment purchases, 
sales, dividends etc., so at the end of the financial year, financial statements can be produced for 
your accountant to process for the “tax man”.  You use your labour instead of paying an 
accountant’s data entry person, while having the ability to watch your portfolio worth at any time. 
 
The Investment Module has five sections: Shares, Managed Funds, Term Deposits, Bonds, and a 
Basic Bank Account balance to enable complete financial status reports to be generated.  The 
Shares, Managed Funds, Term Deposits, and Bonds sections all behave in the same manner.  In 
fact, investing in any investment vehicle involves buying and selling and sometimes waiting for 
dividends.  The separate tab items were chosen to make it easy for the user to identify which area 
their money was being invested in. 
 
Each section has a “control or main screen”  where a company’s details are recorded.  In the Share 
section, a company is one in which shares are bought and sold.  In the Managed Funds section, a 
company is one in which managed fund products are held.  In the Term Deposits section, a 
company is one where money is deposited to receive a definite income.  Similarly, a Bond company 
is one in which a bond has been purchased. 
 
On the control screen, everything to do with a particular investment can be actioned:  Buying, 
selling, dividends, and price updating. 
 
You need to identify which section your investment needs to be entered into for you to control.  For 
example: Shares entered into the Bonds area will not allow correct financial reports to be generated.  
You cannot change a company’s investment section by clicking something.  You would need to 
delete and re-enter in the correct section.  So don’t rush. 
 
The screen on the right shows a typical 
share investment.  This is the control 
screen for shares.  Note the use of tabs to 
perform various actions. For example: 
New Share Sale.  You only click once in 
this program to perform any action.  
Clicking once on the New Share Sale tab 
will take you to the screen where you 
would choose from a list of purchases in 
this company to sell. 
 
The buttons at the bottom of the screen 
enable the functions : New, Find, Edit, 
Delete, and price Update to be 
performed.  They work the same way as 
every other screen in this program. 
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To begin and invest in a new company 
in which to purchase shares, click once 
on the New button. 
 
The OK and Cancel buttons are not 
shown in this picture.  Remember, 
every screen in which you enter data, 
you will get an OK and Cancel button.  
Data is entered into the fields as above; 
then press the Tab key to move to the 
next field.  Click the OK button to save 
your entry.   
 

 

 

 

The screen now shows the record called Northern 
Coal Ltd.  There have been no purchases or sales.  
However, you decided to enter in the dividend due 
dates.   
 
These appear at the bottom of the Home Page 
Calendar screen thus:    (this appears on the April 
3 screen) 
 
 

 
 

 
 
 
 
 
To purchase shares in this company, 
click the New Share Purchase tab once. 
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At this stage, nothing has happened 
except prepare the program to accept a 
new purchase.   
 
Click the New button again to go to the 
actual entry screen: 
 
The screen has had data entered and is 
ready to be saved by clicking the OK 
button.  Note that the date entry has a 
calendar box to make date entry easier. 
 
The Brokerage and GST will 
automatically enter using numbers you 
chose as defaults in the Preferences 
Module. 
 
 

 

 
 

 

Note the ability to have a 
Watch List portfolio of 
shares.  The numbers used for 
a Watch List share company do 
not appear on any report.  You 
may add or edit any Watch List 
share by clicking on the New 
Share Purchase tab.  This is an 
example. 
 

To convert a Watch List share to a Purchase share, delete the company and re-entry as Purchase. 
 
 
 
After clicking the OK button, the 
program will return you to the Share 
Control Screen: 
 
 
You can see the purchase transaction in 
the list at the bottom of the screen.  
Note that the Financial Position shows 
$0 because the Average Purchase Price 
and the Last Sale Price are the same. 
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To Edit or Delete a purchase transaction, click 
on the three arrow icon on the left hand side 
for the applicable row to go to the Edit Screen, 
shown here on the left. 
 
The Edit button permits a change to be made 
and the Delete button will rid of the entry 
altogether. 
 
 
 

 
To Update the latest Share price, click on the 
Update button on the Control Screen and enter 
your data as shown on the right. 
 
Then click OK to save your entry.  Note that the 
Financial Situation will now change as shown 
below: 
 

 
 
 

 

 

Share Sale 
 
To sell shares, click once on the New Share Sale 
tab and a screen like that on the right will 
appear: 
 
Capital Gains tax applies to the profit made on a 
share sale.  Therefore you need to apply a sale to 
a purchase transaction.  Sometimes you may 
need to have multiple “New Share Sale” 
transactions where you have made many 
purchases over time, but chose to sell “in bulk”. 
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Selling an allotment of shares that have been 
purchased over a period of time. 
 
Take this example here of Broken Hill Pty Ltd. 
 
Suppose that you wish to sell 1,000 shares.  You 
will want to assign the sale to the oldest held 
stock, shown here on the right from References 
668 and 669. 

 
 
 
 

 

To sell 1,00 shares: 
 
First, here we will sell an initial 600 
shares and enter the full brokerage and 
GST charges against this sale. 
 
Note the red text shown on this screen 
example: 
 
This program will auto calculate the 
Brokerage from your preference 
selection.  However, you can over-write 
this as shown on the left. 

 
 
 
 
This screen picture shows the completed 
transaction before it is saved. 
 
Note, if you now use the tab key to move around 
the screen and pass through the Sales Sub Total 
again the program will auto calculate the 
original Brokerage and GST.  So be careful. 
 
You can always edit any transaction in the 
program. 
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So far we have shown how to sell the first 
600 shares of a sale of 1,000. 
 
Now, we will show how to add another 400 
shares to complete the sale. 
 
Here we will assign a sale of 400 against a 
purchase Reference 669. 
 
Note the red text….it says to over-write the 
auto calculated Brokerage to indicate a zero 
amount. 

 
 

 

 
Here is the completed entry ready to be saved by 
clicking once on the OK button. 
 
Note as before:  if you now tab through the 
fields again and pass through the Sale Sub Total 
field that the program will auto calculate the 
original brokerage amount.  So be careful your 
entry looks correct before saving.  You can 
always edit a transaction in this program. 

 

 
 
On the Share Sale Summary report your accountant will be able to see how you have completed a 
complex sale correctly as show above. 
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To edit a sale transaction, click on the Share 
Sale Transactions tab once. 
 
 
 
Click on the transaction line you wish to 
change or delete. For example, suppose we 
entered the sale price incorrectly in our last 
sale.  Instead of being at $4.10, it should have 
been $4.21.  Click once on the three arrow 
icon opposite Ref# 242. 
 

 
 

 

The Delete button will reset the system and 
cancel the sale.   
 
To edit, click once on the Edit button and enter 
the correct data, and click the OK button once to 
save. 
 

 
 

 

 
After you click the OK button once, the Share 
Control screen will appear.   
 
Click once on the Share Sales Transaction tab to 
see the new result shown on the left hand side. 
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Share Dividends 
 

 
 
 

Click on the New button once and go to the 
dividend entry screen shown below. 
 

 
 

 

 

 
 
 
Enter your data from the company dividend 
statement, and then click the OK button once to 
save your entry. 
 

 

Company Reports 
 
These will be covered in detail in a separate 
chapter.  
 
The Company Reports are duplicated under 
the Bank-Reports tab, except for the bottom 
two highlighted buttons show above: View 
Shares Purchased List and View Watch Profile 
Share List. 
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To see the View Shares Purchased List,  click the button once to see this (shown compressed) view: 
 

 
 
To see the View Watch Profile Share List, click the button once to see this (shown compressed) 
view: 
 

 
 
Note : If you have no data entered, you cannot expect a program to find data for you that doesn’t 
exist. 
If you have entered Watch Profile shares, you can enter data directly into the fields and tab across to 
allow the program to re calculate for you.  For example,  suppose you wanted to see what profit you 
might have made had you held Watch Makers if they sold at $5.00….just enter 5.00 into the Latest 
Price field for Watch makers and press Tab.  You can change any data here to see “what ifs”. 
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Managed Funds Module 
 
This module will control Managed Funds, Unit Trusts and Property Trusts.  There are Entry and 
Exit screens for 4 digit decimal places.  Summary screens, such as the list below, will round these to 
two decimal places, that is, usual currency. 
 
This screen shows a typical Managed Fund 
investment.  This is the control screen for 
Managed Funds.  Note the use of tabs to perform 
various actions. For example: Investment Exit:  
You only click once in this program to perform 
any action.  Click once on the Investment Exit 
tab.  That will take you to the screen where you 
would choose from a list of investments in this 
company to exit. 
 
The buttons at the bottom of the screen allow the 
functions : New, Find, Edit, Delete, and Price 
Update to be performed.  They work the same 
way as every other screen in this program. 
 

 

 
 
To begin and invest in a new Managed Fund, click once on  
the New button. 

 

The OK and Cancel buttons are not 
shown in this picture.  Remember, 
every screen in which you enter 
data, you will get an OK and 
Cancel button.  Data is entered into 
the fields, as above; then press the 
Tab key to move to the next field.  
It is normal to enter the dividend 
dates when you actually enter the 
amount invested, via the 
Investment Purchase tab.  Click the 
OK button to save your entry.   

 

 

 
 
 
 
The screen now shows the record called Marin 
Managed Funds.  There have been no purchases 
or sales. To invest in this Managed Fund, click 
the Investment Purchase tab once. 
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At this stage, nothing has happened except to 
prepare the program to accept a new purchase.  
Click the New button again to go to the actual 
entry screen: 
 

 
 
 

 

 
The screen on the left has had data entered and 
is ready to be saved by clicking the OK button.  
Note that the date entry has a calendar box to 
make date entry easier.  The Brokerage and 
GST will automatically enter using numbers 
you chose as defaults in the Preferences 
Module. 
 
After clicking the OK button, the program will 
return you to the Share Control Screen shown 
below. 
 

 
 
You can see the investment transaction in the list 
at the bottom of the screen.  Note that the 
Profit/Loss Situation shows $0 because the 
Average Entry Price and the Exit Price are the 
same. 
 
To Edit or Delete an investment transaction, 
click on the three arrow icon on the left hand 
side for the applicable row to go to the Edit 
Screen shown below. 
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The Edit button permits a change to be made 
and the Delete button will rid of the entry 
altogether. 
 

 
 
 
 
 
To Update the latest Exit price, click on the 
Update button on the Control Screen and enter 
your data. Then click the “OK” button to save 
your entry. 
 
Note that the Profit/Loss Situation will now 
change: 
 

 

 
 

 
 
 

Investment Exit 
 
 
To exit a managed fund, click once on the 
Investment Exit tab and a screen like shown on 
the right hand side will appear. 
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Capital Gains tax applies to the profit made on a 
Managed Fund Exit.   
 
Click once on the triple arrow icon next to MMF 
and 529 reference and the screen shown on the 
left would appear. 
 

 
 
 
 
 
Click New button to go to the transaction screen 
where you can enter your data. Then click the 
OK button to save. 
 

 
 
 
 

 

 
 
The program will then return you to the 
Managed Fund Control screen where you can 
see the result shown on the left hand side. 
 

 
 



Control Your Portfolio 

                                                                                                                                                      24 

Note how you can see when a partial withdrawal 
or edit has taken place in the screen above. 
 
Reference # 529 Invested 25,000 units initially, 
but only has 15,000 remaining after the Exit. 
 
To edit an Exit transaction, click on the 
Investment Withdrawals tab once. 
 

 
 

 

 
 
Click on the transaction line you wish to change 
or delete. There is only one shown here, so it is 
obvious.  
 
For example, suppose we entered the sale price 
incorrectly in our last exit.  Instead of being at 
$4.9555, it should have been $4.5955.  
 
Click once on the three arrow icon opposite 
Ref# 332 above and the screen on the left 
appears. 
 

 
 
 
 
 
 
The Delete button will reset the system and 
cancel the sale.   
 
To edit, click once on the Edit button and enter 
the correct data. Then click the OK button once 
to save. 
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After you click the OK button once, the 
Managed Fund Control screen will appear. 
 
 
Click once on the Investment Withdrawals tab to 
see the new result: 
 

 
 

Managed Funds Interest Payments 
 
 
Click on the New button on the right hand side 
once and go to the interest entry screen below: 
 
 

 

 

 
 
 
 
 
Enter your data from the company dividend 
statement, and then click the OK button once to 
save your entry. 
 
Note: you can edit and delete the interest 
transactions just like you can every other 
transaction in this program. 
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Term Deposit Module 
 
 

The screen on the right shows a typical Term 
Deposit investment.  This is the control screen 
for Term Deposits.   
 
Note the use of tabs to perform various actions. 
For example: Term Withdrawal.  You only click 
once in this program to perform any action.  
Clicking once on the Term Withdrawal tab will 
take you to the screen where you would choose 
from a list of term Deposits with this company 
to withdraw funds. 
 

 
 
The buttons at the bottom of the screen allow the following functions : New, Find, Edit, Delete, and 
price Update to be performed.  They work the same way as every other screen in this program. 
 
 

 

To begin and invest a new Term Deposit 
Company, click once on the New button. 
 
The OK and Cancel buttons are not shown 
in this picture.  Remember, every screen in 
which you enter data, you will get an OK 
and Cancel button.   
Data is entered into the fields as shown; 
then press the Tab key to move to the next 
field.  Click the OK button to save your 
entry.   

 
 
 
The screen now shows the record called 
Macquarie Bank.  There have been no 
investments or withdrawals.  
 
To invest a Term Deposit with this company, 
click the New Term Deposit tab once. 
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At this stage, nothing has happened except 
prepare the program to accept a new 
investment.   
 
Click the New button again to go to the actual 
entry screen shown below. 
 

 
 

 

 
The screen above already has had data entered 
and is ready to be saved by clicking the OK 
button.  Note that the date entry has a calendar 
box to make date entry easier.   
 
 
After clicking the OK button, the program will 
return you to the Term Deposit Control Screen 
shown below. 

 
You can see the investment transaction in the list 
at the bottom of the screen.  Note no interest has 
been paid yet.. 
 
 
 
 
 
To Edit or Delete an investment transaction, 
click on the three arrow icon on the left hand 
side for the applicable row to go to the Edit 
Screen shown below. 
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The Edit button permits a change to be made 
and the Delete button will rid of the entry 
altogether.   
 
 
Note, if you change a Payment date the original 
date record will still display on the applicable 
calendar date page. 
 

 
 
 
 
The payment for June 1, 2010 would be displayed thus on the Home page:  
  

 
 
The interest due from MAC is shown on the last line. 
 
 

Term Withdrawal 
 
 
This program handles a full withdrawal, a partial 
withdrawal and a total rollover. 
 
 
To exit a Managed Fund click once on the Term 
Withdrawal tab and a screen like the one on the 
right hand side will appear. 
 
Click once on the triple arrow icon next to MAC 
and 531 reference and the screen on the right 
would appear. 
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Term Deposits offer different ways of exiting 
and investing.  
You can either withdraw the lot or do a partial 
withdrawal, which then incorporates a re-
investment situation, or roll the entire 
investment over, with or without the interest 
due. 
On the screen on the left, you can see the initial 
investment details. You must decide if you will 
withdraw all the money, or withdraw some and 
re-invest the rest, or roll the investment over.   
 
The two large buttons offer you those two 
choices. 
 

 
We will take you through a partial withdraw and re-invest.  This is a two stage process.  Please note 
that an investment total rollover with or without the interest is exactly the same process as a partial 
withdrawal.  Later, a total withdrawal will be covered.   
 

The Investment Rollover OR Partial Withdrawal and Re-Investment 
First you withdraw an amount, and save that transaction.   
Then you re-invest the remainder.  You can choose to include any interest as a roll over if you wish. 
 
In the case of a total rollover, you must withdraw a zero amount, and re-invest the principle with or 
without the interest due. 
 
To make a partial withdrawal, click the 
bottom large button: “Please click here for a Partial 
Withdrawal and Re-Invest OR Total Rollover”   
 
The screen shown on the right will appear. Please 
note the 4 sections clearly marked. 
 
The First section (1) shows the total amount you can 
withdraw. The Second section (2) is where you 
enter the date of the transaction and the amount to 
withdraw as you tab down through the various 
fields (boxes). Note that the program will auto 
calculate to add the interest to roll over. 
If you don’t wish to do that, just type over the 
correct amount.  Above we typed “150,000” over 
the default “$159062.50 in Section (3).  If you tab 
through the fields again, the program will 
recalculate again.  Therefore please check your 
entry for correctness before clicking the “OK” 
button in Section (4).  You can EDIT later, but it is 
best to get it correct the first time. 

 

 
 

To make a total rollover, enter zero 
(0.00) in the “Enter the amount you wish to 
withdraw” field shown above, (instead of the 
$100,000 displayed) then continue as for the 
partial withdrawal. 
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When you have checked your entry, here we 
want to withdraw $100,000 and re-invest 
$150,000, click the OK button, which will 
complete Stage 1,  and the following screen 
on the right will appear. 
 
This is now Stage 2 for the partial 
reinvestment.  The program has 
automatically created a new entry, less some 
details such as term , dates , and interest etc.   
You now need to EDIT this record to 
complete the transaction.   
 
Note that you cannot alter the investment 
amount on this screen.   
 
 

 

If you wish to change the amount, you will have to complete the rest of this entry, dates, interest etc 
and save it.  Then on the Term Deposit Control Screen you can line select this transaction and edit 
it.  Remember the program only saves what you type in.  
 
 
 
Continuing:   
 
Click the EDIT button in the screen above and 
use the tab key to move around the screen and 
complete the entry. An example of this is shown 
on the right hand side. 
 

 
 

 

 
 
Click the OK button, on the screen above when 
your entry is correct.   
 
 
The program will then return you to the Term 
Deposit Control screen where you can see the 
result on the left. 
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If you wish to EDIT the last transaction, click 
once on the three arrow icon opposite MAC and 
Ref# 532, and the screen on the right hand side 
will appear. 
 

 
 

 

 
The Delete button, on the screen above, will 
reset the system and cancel the investment.   
 
To edit, click once on the Edit button and enter 
the correct data. Click the OK button once to 
save and return to the Term Deposit Control 
Screen shown on the left hand side. 
 

 
 
 
Total Withdrawal: We now return to the withdrawal process.  So far, we have discussed the 
partial withdrawal.   Click once on the Term Withdrawal tab to see Deposits available to withdraw: 
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Click on the triple arrow icon next to the record 
line you wish to withdraw, here MAC and 532. 
 
 
Click once on the button: “Please click here to 
withdraw the entire amount”.  The screen below 
will appear. 
 

 
 
 
 

 

 
 
You can only change the date of the transaction 
and the Gross Interest payable before selecting 
“OK” to save, or “Cancel” to stop.  Both will 
return to the Term Deposit Control screen. 
 

 
 
 
 
 
 
An example is shown here on the right hand side 
after clicking “OK”. 
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Click on the “Term Withdraw Transaction” tab 
and the screen on the right appears. 
 

 
 
 
 
Term Withdrawal Transaction  …Editing 
 
Click once on the triple arrow icon next to the 
Reference # line you wish to edit for record 
“336”, and a screen like this will appear. 
 
You can only Edit the Gross Interest Payable on 
this screen.  If you choose to Delete this 
transaction, you will have to re-invest the 
amount of money in another transaction.  This is 
a double entry system.  You cannot make money 
disappear. If there is a problem with the re-
investment, you can edit that transaction. 
 

 

Note: you cannot edit the amount as stated above.  If you have made an error; delete your entry.  
Follow the instructions above to re insert the amount.  Then action another withdrawal. 
 

Term Deposit Interest Payments 
 
 
 
Click on the New button once and go to the 
interest entry screen shown below. 
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Enter your data from the Term Deposit 
statement, and then click the OK button once to 
save your entry. 
 

 

 

 
Note: you can edit and delete the interest transactions just like you can every other transaction in 
this program. 
 
The total interest earned from this investment is shown on the control screen.  An example is shown 
below: 
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Bonds Module 
 
 

The screen on the right shows a typical Bonds 
investment.  This is the control screen for 
Bonds.   
 
Note the use of tabs to perform various actions. 
For example: Investment Exit.  You only click 
once in this program to perform any action.  
Click once on the Investment Exit tab will take 
you to the screen where you would choose from 
a list of Bonds with this company to withdraw 
funds. 
 

 
 
 
The buttons at the bottom of the screen allow the following functions : New, Find, Edit, Delete, and 
price Update to be performed.  They work the same way as every other screen in this program. 
 
 
 
 

 
 

To begin and invest in a new Bond, click once 
on the New button to enter a new company. 
 
The OK and Cancel buttons are not shown in 
this picture.  Remember, every screen in which 
you enter data, you will get both an OK and 
Cancel buttons.   
Data is entered into the fields as shown then 
press the Tab key to move to the next field.  
Click the OK button to save your entry.   

 
 
 
The Bond control screen for 
“Westpac Corporate Bonds” shows 
one investment of 25,000 units. 
 
To invest another Bond with this 
company, click the Investment 
Purchase tab once. 
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At this stage, nothing has happened 
except prepare the program to accept 
a new investment.   
 
Click the New button again to go to 
the actual entry screen shown below. 
 

 
 
 
 

 

 
The screen above already had data entered and is 
ready to be saved by clicking the OK button.  
Note that the date entry has a calendar box to 
make date entry easier.   
 
 
After clicking the OK button, the program will 
return you to the Bonds Control Screen shown 
below. 

 
 
 
 
 
You can see the new investment transaction in 
the list at the bottom of the screen 
 
 
 
 
To Edit or Delete an investment transaction, 
click on the three arrow icon on the left hand 
side for the applicable row to go to the Edit 
Screen shown below. 
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The Edit button permits a change to be made 
and the Delete button will rid of the entry 
altogether.   
 
 
Note: If you change a Payment date, the original 
date record will still display on the applicable 
calendar date page. 
 

 
 
 
The payment for April 6, 2011 would be displayed on the Home page in the same way as the other 
modules within this program.  
 
 
 

Investment Exit 
 
 
Suppose you wish to exit from the 25,000 unit 
bond purchased on March 19, 2010. 
 
Clicking once on the three arrow icon to the left 
of the horizontal line (record) , in this case 
Reference 545, the screen below would appear. 
 
 
 
 

 

 
 

 
At this stage, nothing has happened. The 
program is preparing for a sale or an exit. 
 
Click the “New” button to enter the Exit data. 



Control Your Portfolio 

                                                                                                                                                      38 

 
 
In this case, we are only withdrawing 10,000 
units at $215.00. 
 
Tab through all of the fields, entering data where 
necessary.  The brokerage and GST will be 
automatically calculated for you.  You can over 
write these. 
 
Click once on the “OK” button to save your 
entry. 

 
 
 
 

 

Shown here is the Bond Control screen after the 
partial withdrawal. 
 
You can edit and / or delete transactions as for 
other modules, except you cannot delete a 
transaction that has had a transaction against it, 
such as a partial sale. 
 
You can edit the partial sale itself and or delete 
the actual transaction, but you cannot delete the 
original transaction. 

 

Bonds Interest Payments 
 
 
 
Click on the New button once and to go to the 
interest entry screen shown below. 
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Enter your data from the Bonds statement, and 
then click the OK button once to save your entry. 
 
 
 
 

 
 

 

Note: you can edit and delete the interest transactions just like you can every other transaction in 
this program. 
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Banking and Reports Module 
 
The Banking and Reports module opens 
with the Reports tab being offered initially. 
 
Click once on the Banking tab to go to the 
Banking section, shown below. 
 

 

 

 

 
This section is provided as a means for you 
to enter the bank balances of any and all 
accounts you wish to display on a total 
asset report.  It is not a cash book program.  
 
To create a new bank account , 
click the “New” button at the bottom of the 
screen, enter the required information, and 
click once on the “OK” button to save your 
entry. 
 
If you click “Cancel”, your entry will not 
be saved. 
 
Use “Edit” to alter the bank balance. 

 
 

 
 

To Find an existing bank account, 
click once on the “Find” button and 
a list of all your bank accounts will 
appear. 
 
Click once on the three arrowed 
icon on the left hand side if the list 
to choose the record you wish to 
see on a control screen. 
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Interest payments from a bank can be 
entered by clicking once on the “Interest 
Payments” button at the bottom of the bank 
control screen. 
 
An interest control screen then appears. 
 
Click once on the ‘New” button to go to the 
actual interest entry screen. 
 
This is shown below: 

 
 
 
 
 

 

Enter your details, using the Tab key to move 
between the entry fields, and when correct, click 
the “OK” button once. 
 
The “Cancel” button is provided to reset the 
program and not save your entry. 
 

 
 

 

 
Any interest payment entry may be edited by 
clicking once on the three arrow icon to the left, 
on the row containing the applicable record that 
you wish to edit. 
 
The screen on the left will redraw with your 
record.  Click once on the “Edit” button to alter 
your entry. Then click “OK” to save your entry 
or “Cancel” to revert back to how it was. 
 
The “Delete” button will allow you to delete an 
entry all together. 
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Home  
 
The calendar base of this program is 
supplied by Seedcode. 
 
Under the Settings tab, there is a full 
explanation of how this wonderful feature 
of this program works.  Please read it 
carefully.  A screen picture follows. 
 
The Financial Reminders at the bottom of 
this screen are fed from information you 
enter in the various financial modules. 
 
The Print button at the very bottom allows 
you to print a list of financial dividends etc., 
due by a date search.  
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Contacts Module 
 
 
 
 
This module permits the storing of your 
contacts and their photos.  There is also the 
ability to create a send a mail merge letter to 
those you select from your contact list. 
 

 
 
 
When you have contacts entered, a list will appear first. 
 
 

 
 
 
Click once on the 3 arrow icon, to the left of the name, whose record you wish to see.  Clicking on 
a 3 arrow icon to select a record from a list, is standard throughout this program. 
 
The buttons at the bottom of the page allow you to enter a NEW contact, or to EDIT an existing 
contact, or to Delete a contact. 
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Mail Merge Tab 
After you have created a Mail Merge template, the following screen will appear: 
 

 
 
 
 
 
If you have no templates and wish to 
create a mail merge letter, just click 
the “Create Merge Letter” button at 
the bottom of the screen. 
 
This is a completed letter.  First, we 
will show you how to create a create 
merge letter ,  by clicking on the New 
button. 
 
 

 
 
 
 
Note the Cancel and OK buttons at the bottom 
right hand side.  You may not leave this 
screen until you have chosen to click once on 
either of those buttons.   One will save your 
entry, the other will disregard what you have 
done without saving. 
 
Give your letter a name; then press the Tab 
key to move around the screen.  The buttons 
in light blue will insert the fields to be 
populated when you choose to print.  To 
populate means to fill-in data from your 
records. 
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Print your mail merge letter 
 
From the screen two above, click once on the button “Choose From Contact List” and a new 
window will open showing all of your contacts. 
 
 

 
 
 
Click the “Choose to print” box on the right hand side to identify whom you wish to send the 
applicable letter.  Next, click once on the Print Letter button. 
The following screen displays, and you choose where to print from the button on the bottom left; 
then click the Print button once.  It is a good idea to go to the File menu and select “Page Setup”, 
and choose portrait or vertical.  
 
 

 
 



Control Your Portfolio 

                                                                                                                                                      46 

The Calculator Module 
 
This is provided to permit you to calculate values for a purchase or a sale.  As well, there is the 
Potential Sale Calculator that will calculate potential profit/loss on selling shares you own. No data 
entered here affects your real data.  These calculations are not stored or saved. 
 
 
 
 
Screen 1:  A general buy/sell calculator, shown 
on the right hand side.   
 
The “Clear Data” button is used to clear old 
calculations.  The “Enter Data” button will 
allow you to enter data.  There is no “Cancel” 
or “OK” button displayed because data entered 
on these screens is not saved or stored as 
useful data. 
 
Use the Tab key to move between the fields of 
data. 
 

 
 
 
 
 
 

 

Potential Sale Calculator 
 
 
There are three steps to this calculator.  
 
 Step One: Select from your list of Investments 
that you wish to achieve a theoretical sale.  
There is a demonstration list shown below. 
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Step Two: To choose the applicable line, just click once on the “three arrow icon” on the left hand 
side.  In this example, we choose AGC, which has a code of agcb: 
 

 
 
Step Three: Click once on the “Enter Data” button and then enter your data as you use the tab key 
to move between the fields (boxes).  Below, 5,000 shares were entered to sell at $1.45 with 
brokerage, (auto calculates, you can override) and in this case, a profit of $1368.00 would result.  A 
green number is positive; red indicates a negative amount. 
 



Control Your Portfolio 

                                                                                                                                                      48 

 
These two calculators are provided to allow quick calculations to be performed. 
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Personal Data 
 
 
The Personal Data Module is provided to 
allow you to store: serial numbers, passwords, 
usernames,  etc., 
 
The command buttons at the bottom control 
the data entry as they do for all the screens in 
this program.  “New” creates a new data entry.  
Use the “Cancel” and “OK” buttons to either 
save or not save the entry.  Use the Tab key to 
move between the fields (boxes). 
 
The “Find” button presents a list, shown 
below, of your entries from which to choose. 
  
 
 
 

 
 
 
 
This compressed view shows a typical view.  To choose a product, click once on the “three arrow 
icon” on the left hand side.  This action will produce a screen showing all the relevant data 
concerning this product. 
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This compressed view shows a 
typical view.  To choose a product, 
click once on the “three arrow icon” 
on the left hand side.   
 
 
This action will produce a screen 
showing all the relevant data 
concerning this product, like the 
initial screen at the top of this page. 
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Preferences Module 
 
 
The Preferences Module stores items 
such as your Company name, or any 
other name you wish to appear at the 
top of reports.  Use your own Name 
if you wish.  
 
 
You will also enter on this page 
various tax items and various 
charges, such as brokerage.  These 
are necessary to complete 
Investment purchases and sales. 
 
There is only one screen for 
Preferences.  When you select either 
“New” or “Edit”, a “Cancel” and an 
“OK” button appear like every other 
data entry screen.  “OK” saves your 
entry.  “Cancel” disregards what you 
entered. 
 
 

 

 

Many countries use the term VAT instead of GST.  In this program it doesn’t matter what the 
official term is.  The GST field should store all the various country and state/province taxes 
combined.  They are a “cost”.  Your accountant is only interested in purchase prices and sell prices 
less any costs.  In the case of many combined “taxes” you will need to calculate a “combined” 
percentage.  Our suggestion is to contact your accountant and ask his or her advice. 
 
If your country does not have a GST or VAT, be very grateful, enter a zero in the GST field.  At 
least you have the knowledge the ability is built in for you in this program. 
 
Many countries allow taxation credits on dividends.  In Australia this is called a “franking credit”.  
At the time of writing this manual, June 26, 2010, the franking credit in Australia is 30/70.  In the 
field above for Dividend Franking Credit you need to enter this as a decimal.  If it ever changes just 
use a calculator to compute a decimal amount.  The current 30/70 computes to “.4286” corrected to 
4 decimal places.  
 
If your country does not offer this benefit just enter a zero in this field. 
 
The State or Province Tax is not used at this time.  It is included in case a state in a country ever  
imposes such a tax. 
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Installation 
 
The CYP folder containing your program should be installed: 
 

1) for Windows into C:\MyApplications 
 

2)  for OSX in the Applications Folder 
 

Program Layout 
 
Your CYP program will be loaded into several folders looking like this screen picture below: 
 
 

 
 
The program is laid out like this to make it easier to install program upgrades. 
 
The only time you should ever open the “support” folder is to install an upgrade.  Never move any 
of the files shown above from their locality.  Doing so will render your program inoperative.   
 
 
Keep your folder looking like this shown on the 
right hand side and use the “Start.USR” file to 
commence using this program.  
 
 
 

Minimum Equipment and Software requirements: 
Windows: 
 
•Windows Vista, Business, or Ulimate: 
Pentium III 800 MHZ or faster with 512MB RAM 
 
•Windows XP SP2: 
Pentium III 700 MHZ or faster with 256MB RAM 
 
•SVGA (1024 x 768) or higher resolution video adapter 
and display. 

Mac OS: 
 
• Macintosh computer with an Intel-based Macintosh 
computer 
 
•Mac OS X version 10.5 or higher with 512 MB RAM 
 
•Max OS X version 10.4.11 with 256 MB RAM 

 
 
 
 


