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Dashboard
The Dashboard allows the user to aggregate all of their accounts in one place. The user can also manage their 
transactions across each account to see a summary view of their complete financial picture.
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Account Aggregation
On the left side of the screen, you can see all of the accounts added to the PFM. Each account is listed under its  
proper category (i.e. cash, credit cards, investments). 

Adding an Account

To add a new account, use the ‘ADD’ button located above the account listing. 

From this page, you can add an account you hold with any of the over 13,000 financial institutions within our 
aggregation system. You can add one of the listed default institutions by selecting their logo in the grid, or you 
can use the “What is the name of your financial institution?” feature to search for a different one. Start your 
search by typing the name of the desired institution and select the correct FI from the search results that show.

After selecting an institution, complete the following form:
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This is your User ID and Password that you use to log in to the account you are 
trying to add, not your Online Banking information.



Depending on the account, you may be prompted to answer additional security questions.

After connecting, you can customize the account name and type:

Click the save button in order to complete the account addition process.

Updating Your Accounts
By clicking the ‘UPDATE’ button located next to the ‘ADD’ button, you can manually update your transaction 
feed and account balances. We do perform an update automatically whenever you log in, and at least once 
throughout each day as well. When an update has finished, you will see the following bar appear at the top of the 
Dashboard:

Press ‘Click here' or refresh the page to see your latest account information.

Viewing Individual Accounts
You can view each of your accounts separately by clicking on its name in the account listing.
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After selecting an account, you will be navigated to the account details page as below:

Editing or Deleting an Account
To edit a specific account click the ‘EDIT’ button below the account name. This will allow you to change 
the account name or type, choose what balance to use, re-enter your login credentials, or delete the account.  

Transaction Feed
The transaction feed is located in the center of the Dashboard. This feed shows every transaction chronologically 
from every account loaded into the PFM.
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Tagging
Each transaction category, or tag, is shown in the colored ovals in the screenshot above. To customize a 
transaction name or tag, first click on the transaction you want to change.

The transaction will pop out from the Dashboard. The box above is where you can edit the transaction name or 
tag. When creating a new tag, first delete the old tag by clicking the small ‘x’ next to it. Then you can enter in a 
new tag. 

You can also create a rule to apply the tag to all similar transactions in your PFM. This works by checking the 
small box under ‘Create a Rule’. You can choose to specify particular accounts or dates for which to apply this 
rule, or choose to apply it to all accounts at any date.

Spilt Tagging
This feature can be used to add more than one tag per transaction. You will use the normal tagging procedure 
above, except select ‘USE SPLIT TAGS’ to the right of the tagging bar. You can split a transaction as many times  
as needed.

For example: A purchase made at the Apple Store for $258.34 could be split into personal and business 
expenses:
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The ‘AUTOFILL REMAINING’ feature will let you automatically fill in the remaining amount of the transaction once 
you have entered in all other desired tag amounts.

Searching Transactions
Using the search tool on an account details page or on the Dashboard itself will allow 
you to find transactions with specific words, tags, or amounts as seen in the following 
form to the right.

Enter in your desired criteria and click the ‘SEARCH’ button to run your query.
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Widgets
Widgets are seen on the right side of the Dashboard. Some widgets are shown automatically; 
others can be added if desired. You can also hide a widget from view by clicking the small ‘x’ 
in the corner of the widget. You can also move a widget by clicking the three lines at the 
bottom and dragging it up or down.

Widget Types
Bills
The Bills widget lists all of your bills which are due in the coming weeks. This widget links 
back to the Cashflow calendar. Within this widget you can mark an upcoming bill as paid. 

Cashflow Calendar
This widget shows a monthly view of your finances by highlighting the days which bills and 
incomes are set to occur. 

Expenses Pie Chart
The Top Expenses widget creates a pie chart to illustrate your spending by category over the 
last 30 days. 

Budget
This widget provides you with a color-coded summary of your monthly spending targets. 

Goals
This widget summarizes the Goals section of the PFM. You can see a snapshot view of your 
financial goals and their progress here. 

Upcoming Income
This widget lists your upcoming sources of income by date. 

Net Worth
The Net Worth widget displays your current net worth and its change from the previous 
month.

Customizing Widgets
To customize your widgets click the ‘CUSTOMIZE WIDGETS’ button below 
your enabled widgets. This button will lead you to the drop down menu where 
you can choose to add other widgets to the Dashboard. For example, in the 
image shown to the right, we are selecting to add the Budget widget. Simply 
click ‘Add’ next to the drop down bar to add the widget to your Dashboard. 
When you are finished adding widgets, click the ‘I’M DONE’ button to exit the 
customization tool.
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Budget
In the Budget tab you can monitor your spending targets each month and view monthly spending trends. 
Budgets within the PFM are tracked using the tags from the Dashboard transaction feed.

In the screenshot below you can see a current monthly budget.

The large bar on the top of the screen symbolizes the total amount of money you have for budgeting. Further 
down on the screen, you can see your progress for the month broken down by each spending target.

Ca$h Track Instructions Page 11 of 27



Adding a Spending Target
To add a new spending target you must first click the ‘ADD A NEW SPENDING TARGET’ button in the middle of 
the screen. You will then be transferred to the following page.

On this page, you must enter the tags for the budget which you would like to track. For example, a Dining Out 
budget might consist of the tags ‘Dining Out’, ‘Restaurant’, ‘Fast Food’, ‘Coffee’, etc. Proceed by filling out the 
rest of the form to include a name for the spending target and a monthly limit.

Editing a Spending Target
To edit a spending target, you must first navigate directly to the Budget tab. Then you can select the spending 
target by clicking directly on it. This will direct you to the spending target details screen. You can select between 
editing or deleting this budget next to its name.
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Viewing Budget Trends
Specific Budget Trends
You can view specific budget trends by navigating to the desired spending target as if you were to edit or delete 
it. Here you can see past month’s spending in a bar graph, back to when you first added the spending target.

Overall Budget Trends
On the Budget screen you can view your overall budgeting for past months by clicking the arrow next to the 
current month. The following screen will appear and will summarize that months’ total budget.
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Cashflow
The Cashflow tab within the PFM allows you to plan ahead according to when your bills are due compared to 
when you plan to receive income. You can add bills and incomes on a recurring or non-recurring basis to more 
accurately depict your available funds day to day.
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Adding an Income or Bill
Adding a bill or an income uses the same form as does other screens. To add one, first click the ‘ADD INCOME’ 
or the ‘ADD BILL’ button in the center of the screen. You will then be navigated to a screen similar to this one.

After selecting a start date, the bill or income will automatically recur in the calendar at the frequency you have 
set.

Editing an Income or Bill
To edit a bill or an income, click the day on which it occurs in the calendar. Then select the appropriate bill or 
income on the following screen.
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After selecting the desired item, you will be directed to the following page where you can view, edit, stop or 
delete the recurrence.

Special Features
Paying Bills
You have the ability to mark each bill as paid ahead of its due date. A bill that is marked paid is highlighted in 
grey with a green check mark appearing next to it. A bill will automatically be marked as paid after the due 
date for it passes.

You may also choose to include a memo for your bills. Both of these features are available by clicking the day on 
which the bill occurs.

Viewing Other Months
On the top of the screen you can change the month view in order to forecast your cashflow for future months 
and view your incomes and bills for previous months. By clicking the month arrows to either side of the current 
month title, you will be able to view trends for the past and plan for the future.

Agenda View
The Cashflow calendar is also available in an agenda format. You can choose this view by 
clicking the ‘AGENDA’ button in the top right corner of the screen as shown.

All of the functions available in the calendar view are also available in the agenda view. 
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Goals
The Goals section of the PFM allows you to plan for the future by creating savings or payoff objectives. You can 
customize your goals by type, savings amount, and more.

On the Goals dashboard as pictured, you can see the current progress on your goals. This summary includes an 
overview of your goals, how much you need to save in order to complete them, and which accounts they are 
attached to.
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Adding a Goal
To add a goal, first click on the green ‘ADD A GOAL’ button in the center of the screen. You will be directed to 
select the type of goal you want to create. Then you will be sent to a form to complete the goal setup. Goal 
creation differs slightly between the two different types of goals. We allow you to create both payoff goals, to 
eliminate debt, and savings goals, to store money for something important to you.

Payoff Goals
• Pay off a Credit Card

• Pay off Loans

Savings Goals
• Save for a Baby

• Save for a Car

• Save for College

• Create a Cushion

• Save for Retirement

• Buy Something Special

• Save for a Vacation

• Save for a Wedding
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Creating a Payoff Goal
When choosing to create a payoff goal you will be presented with the following form in order to finalize the goal 
creation.

First, you may change the name of the goal in order to be more specific for what you are trying to achieve. Next, 
you can pick an image that best represents the goal you are creating from the image library.

Then you will choose which of your debt accounts you would like to pay off. In this example, the choices are the 
Auto Advantage Loan or the American Express credit card.

After selecting the account, you then have the option to either choose a date by which you want to have the goal 
completed, or by much you can save per month, which will calculate an expected completion date for you.

When you have selected your criteria, you will be able to see a Goal Summary on the bottom of the page. It will 
look similar to the following image.

Be sure to save the goal by clicking the ‘CREATE GOAL’ button at the bottom of the screen. The goal will then 
appear in the Goals area and in the Goals widget on the Dashboard.
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Creating a Savings Goal
When choosing to create a savings goal, you will be presented with the following form.

Firstly, you can change the name and image of your savings goal. Then you will choose which of your deposit 
accounts you would like the goal to calculate your savings for. You can select this account from the drop down 
list located under ‘Account and Amount’.

Once you have chosen the account, you can select whether to apply the entire balance of the account towards 
the goal, or to have some amount withheld from the calculation. For example, if I was saving for a $600 iPad and 
my savings account balance was $1,000, I could choose to keep $700 of that balance out of the goal calculation 
as a cushion. Then only $300 of the $1,000 balance would be applied towards my savings goal of $600. I would 
still need an additional $300 to buy the iPad.

You also have the option to either choose a date by which you want to have the goal completed, or by much you 
can save per month, which will calculate an expected completion date for you.

When you have selected your criteria, you will be able to see a Goal Summary on the button of the page. It will 
look similar to the following image.
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Editing or Deleting Goals
On the Goals dashboard you will have the option to either edit or delete a current goal. On the right hand side of 
the page next to each goal, you will see a wheel icon and an ‘x’.

To delete the goal, click on the ‘x’ and follow the prompts.

To edit the goal instead, click on the wheel symbol. This will bring you back to the goal creation page where you 
can change any of the current information and save the goal with your desired updates.
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Net Worth
In the Net Worth section you will be able to monitor your current assets and debts. The PFM automatically 
calculates your net worth daily based on the accounts you have added.
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Adding an Asset or Debt
The process for adding a new asset or debt is the same. You can add any other asset/debt you hold that is not 
connected with a financial institution, such as a debt to a family member or a house that is already paid off.

You will use the following form in order to add an asset or a debt.

Special Features
All accounts which are included in the PFM are automatically used in the net worth calculation. However, on the 
Net Worth tab you do have the option to exclude any of your accounts from the calculation.

Keep in mind that if you manually add an asset or a debt, you cannot exclude it from the calculation without 
deleting it.

Here is an example of assets and debts added within the PFM:
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Alerts
In the Alerts section you can create customized alerts based on your activity in the PFM. There are 6 different 
alert types you can choose from. These alerts will always show on the top of the Dashboard, but you can also 
opt to receive text or e-mail alerts

Setting Up Alerts
At the bottom of the screen in the picture above, you can enter your mobile phone number and your email 
address. 

NOTE: These alert preferences do not correspond with your current online banking preferences and must 
be set up separately within the PFM.

Ca$h Track Instructions Page 24 of 27



Adding a New Alert
To add a new alert, click the ‘ADD AN ALERT’ button in the middle of the screen. You will then be directed to the 
following form.

There are six different available alert types:

An account balance alert lets you know when the balance of a specified account falls below a designated 
amount. For example, you can be alerted when your checking account falls below $200.

A spending target alert notifies you when you have spent a certain percentage of one of your spending targets. 
For example, you can be alerted when you have spent 75% of your Grocery budget.

A goal progress alert will allow you to be notified when you have met a certain threshold towards a specified 
goal. For example, when you are 50% of the way towards buying an iPhone.

A bill reminder will notify you a designated number of days before a bill is due. For example, if your cable bill is 
due in 5 days.

A large transaction alert will notify you when any transaction comes through that is over a certain amount. This 
alert can be set for any accounts within the PFM or for one specific account. For example, you can be alerted 
when any single transaction over $400 is made.

A specific store purchase alert will notify you when a transaction is posted from a specified store. For example, 
you can be notified when a purchase is made from iTunes.
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Once you have chosen the desired alert type and filled in the necessary criteria, you can add the alert by clicking 
the ‘ADD ALERT’ button on the bottom of the page.

Editing or Deleting an Alert
To edit or delete an alert, select the desired alert under the ‘Current alerts’ within the Alerts tab.

This will direct you to the ‘Edit Goal’ page where you can change the criteria for the alert or delete the alert using 
the ‘DELETE’ button at the bottom of the page.
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Help
In the Help section you will find the Frequently Asked Questions and will be able to submit a support request to 
our team for assistance.

The FAQs can be seen on the left hand side of the ‘HELP’ page; simply click on a question to pop up its answer. 
If you cannot find the answer to your question here, please use the ‘Submit a Support Request’ feature on the 
right hand side. This will create a ticket request for our support team, who will respond to you by the end of the 
next business day.
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