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ABOUT  
You Need a budget is a multi-platform budget software. It is a personal finance 

software program based on the envelope budgeting system. YNAB is the best financial 

management software available in the market today. You can take control of your 

money, break the paycheck – to – paycheck cycle, pay the debts and save more money 

with YNAB. It is a simple straightforward system to save and manage your money. 

YNAB helps you to make informed decisions and take the stress out of financial aspects 

of your life.  

YNAB 4 is latest version of YNAB. It offers a whole new level of budgeting control for 

those who seek financial security. YNAB4 features up to date elements that makes it 

easy to manage finances. YNAB believes in teaching budgeting and gives more 

emphasis to consumer education. This is a user manual for YNAB4 desktop 

application. 
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FEATURES 
1. Cloud- sync 

Cloud Sync keeps your budget up to date across multiple devices .YNAB provides the 

free file storage service Dropbox that makes it easy for you to access the up to date 

budget at any time. The cloud sync feature also  enables you to share your budget with 

your family and friends. 

With Cloud Sync you can: 

•Enter a transaction on your mobile phone and it automatically appears on desktop 

and mobile devices. 

•Sync information between two computers that share the budget file.  

•Up to date backup of your budget in all your devices. 

2. Budgeting interface 

YNAB 4 interface makes the budgeting process clear, consistent, readable and 

intuitive  .The consistent and readable interface acts as a walkthrough for the users.  

3. Collapsible Account Groups 

If you have lot of accounts, you can collapse your account groups in the sidebar. 

4. Collapsible Scheduler  

The collapsible scheduler makes the user interface clear and helps to maximize 

space. 

5. Autosave 

YNAB saves your budget automatically. 
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6. Multiple currency support 

YNAB supports Dollars, Euros, Pounds, Rupees, Reals, Rands and other currencies in 

the world. You can pick any currency you want and input all data using that currency. 

7. Version history  

YNAB4 comes with a version history feature that allows you to restore your budget 

from previous versions. 

8. A Free Demo  

You Need a Budget offers a free demo for 34 days. The trial service offers a full- 

featured demo version of YNAB software. 

9. Affordable Pricing 

A onetime fee of $6o makes the YNAB software affordable for many users.  

10. All Accounts View 

Users can view all transactions for different accounts from a single location. For 

example, you can view all transactions within a time period from savings and 

checking account at the same time. 

11. Free online classes 

YNAB offers incredible support to users by offering free online classes/ tutorials, 

forums and screencasts. 

12. Account Reconciliation 

You Need a Budget 4 features a reconciliation Wizard that allows you to reconcile all 

your accounts. With reconciliation wizard you can always make sure that YNAB and 

your account balances remain the same. 
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13. Flexible data exporting and file management 

Users can manage multiple budgets from a single location and export them based on 

the filters that have been set in YNAB4. Users can export data in XML and CSV format. 

14. Print Engine 

The print engine in YNAB4 allows users to print information from the screen by 

sending it directly to the printer.  

15. Payment Scheduler 

Monthly payments can be scheduled through payment scheduler in YNAB. 

16. Inline Transaction Splitting 

Easy split transaction allows users to split expenditures between budgeted 

categories. 

17. Notes 

Users can keep notes for months and categories to record information related to 

transactions. 

18.Spending Report 

Spending report is one of the important feature of this budgeting software. It gives 

the users an awareness regarding how much money they have spent and how they 

are utilizing it. 

19. Income Vs Expense Report  

The income vs expense report provides budgeters an overview about their current 

financial status. 
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20. Net Worth Report  

The net worth reporting systems allows users to filter information based on dates. It 

also allows users to track their net worth and work towards that number by decreasing 

debt. 
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METHOD 
YNAB is designed to help users build up their savings, decrease debt and to break the 

paycheck to paycheck cycle.YNAB offers a straightforward system to manage money 

and what makes it so powerful are YNAB’S four golden rules. 

 

Rule One – Give Every Dollar a Job 

Assign your dollars to various expense categories like groceries, rent , transportation, 

medical expenses and so on. In short, give your money a job. The idea here is to give 

each dollar a job and divide dollars into each categories. 

Rule Two – Save For a Rainy Day 

The rule two is all about anticipating the unexpected. The expenses that occur outside 

your monthly expenditure such as insurance premiums , buying a house, computer 

and unexpected car maintenance comes under Save for a Rainy day expenses. In short 

, rainy days are those expenses that occur outside of your monthly expenses.   

  

Give Every Dollar a Job

Save For a Rainy Day 

Roll With the Punches

Live on Last Month’s Income
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Rule Three – Roll With the Punches 

In YNAB, you can customize your budget to fit your needs. You can edit your budget 

at any time if an unexpected cost comes up . You Need a Budget gives you the 

opportunity to adjust your spending categories when you overspend in any category. 

YNAB will compensate for the overspending by deducting from next month’s money.  

In short ,this is a flexible and responsible rule. 

Rule Four – Live on Last month’s Income 

The idea here is to live on your last month’s income. To live on last month’s income 

you have to save money to cover a month’s worth of expenses. In YNAB when you save 

money for next month it is called Buffer. Buffer allows you to budget for the whole 

month at once and this in turn helps you to break the paycheck-to-paycheck cycle. 
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GETTING STARTED WITH YNAB 

1. Install YNAB 

Download the free trial and install YNAB. 

2. Set up Cloud Sync 

When you install YNAB, you’ll be prompted to set up Cloud Sync. Cloud 

Sync keeps your budget up to date across multiple devices .YNAB 

provides the free file storage service Dropbox that makes it easy for you to 

access the up to date budget at any time. The cloud sync feature enables 

you to share your budget with your family and friends. 

 

 

3. To set up Cloud Sync, click Yes I’d like to use Cloud Sync. 

4. If you do not want to set up Cloud Sync, click No Thanks. 

5. Once the Dropbox is installed, click Continue. 

 

When you click on Continue it takes you to the Budget Set Up page. 
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1. Enter the name of your budget. 

2. If you want to Cloud  Sync your budget, select Yes, Cloud Sync this 

budget. If you do not want to Cloud Sync your budget, select No, leave it 

local. 

3. Choose a category for your budget. If you want to create a budget for your 

family, select Personal/Family. If you want to create a budget for your 

small business, select Small business. 

4. Enter currency and date.  

Note: YNAB supports Dollars, Euros, Pounds, Rupees, Reals, Rands and other 

currencies in the world. You can pick any currency you want and input all data using 

that currency. 

5. Click Create Budget. 

When you click Create Budget, it takes you to the YNAB budget screen. 
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It is in the budget screen where you will assign jobs to each dollars.   
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UNDERSTANDING THE YNAB 

BUDGET SCREEN 

1. Timeline 

The timeline consists of year and months. 

 

 

2. Header  

At the top of the Budget is the header. This gives you information about how much 

money is available for a given month. 

  

 

3. Budgeted Column 

The budgeted column is where you enter the amount you want to assign to 

each category. This is where you apply rule one Give Every Dollar a job. 
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4. Outflow Column 

When you make a transaction from your checking account or any On-Budget 

account for a category, YNAB automatically records the amount in the outflow 

column. 

 

5. Balance Column 

Balance column shows you category balance from the previous month + 

budget amount in the current month – outflows. 

 

6. Categories Column 

YNAB comes with a default set of categories. There are two types of categories 

in YNAB. They are master categories and categories or sub-categories. 
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SETTING UP ACCOUNTS IN YNAB 
 

To budget successfully you need to have a checking account. Although checking 

account alone is enough to budget, it is better to include three accounts. If you spend 

from an account, you should set it up in YNAB. 

YNAB has two main account types. They are Budget Accounts and Off-Budget 

Accounts. 

Budget Accounts 

Budget accounts are accounts that fund your budget. If you spend money from a 

Budget account, you need to notify the Budget about this spending. 

The following account types are on Budget and they affect the budget. 

• Checking 

• Savings  

• Cash  

• PayPal  

• Merchant Account 

Off Budget Accounts 

Off Budget Accounts does not provide money to fund your budget . Money sent to an 

Off-Budget account is not income for budget purposes. 

The following account types are Off Budget and they do not affect the budget,  

• Credit Card 

• Investment Account 

• Line of credit or other credit  

• Mortgage 
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Adding Checking Account 

You can add Checking account in YNAB. The money in this account goes to your 

budget. 

1. Click Add Account at the bottom of the sidebar to add your Checking 

Account. 

 

When you click on Add Account , a pop –up box will appear asking for details 

regarding the account.  

 

 

2. Enter the name of the account.  
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3. Enter the most recent balance you have in your account. 

4. Click on the calendar icon to enter the date of current balance. 

5. Click on Select an Account Type, and click Checking Account. Once you 

select the Checking account, you have to choose whether this account should 

affect your budget. 

 

 

6. Click Create Account. 

When you click on Create Account, the account appears on the sidebar near budget 

screen. 
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Adding Savings Account  

You can add Savings Account in YNAB. The money in this account goes to your 

budget. 

1. Click Add Account at the bottom of the sidebar to add your Savings Account. 

2. Enter the name of the account.  

3. Enter the most recent balance you have in your account. 

4. Click on the Calendar icon to enter the date of current balance. 

5. Click on Select an Account Type, and select Savings Account. 
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Once you select the Savings Account, you have to decide whether this account 

should affect your budget. 

 
6. Click Create Account. 

When you click Create account, the Savings Account appears in the 

sidebar under budget accounts. 
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UNDERSTANDING CATEGORIES 

IN YNAB 
Adding Categories in YNAB 

YNAB comes with a default set of categories. There are two types of categories in 

YNAB. They are master categories and categories or sub-categories. You can add, 

edit, organize, hide, and delete these categories based on your spending habits and 

preferences. 

 

Adding  a Master Category 

1. To add a master category, Click the + sign near the Categories. 

 

When you click on the + sign near categories a box like this will pop-up. 

 

2. Enter a name for your master category. 

3. Click Done 

Once you click Done the new master category appears in the category field. 

Adding a Sub -Category  

1. Click on the + sign beside the master category. 
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2. Hover over the master category to which you would like to add the sub-

category and click on the + icon. 

When you click on the + icon, a pop up box will appear. 

 

3. Enter the name for the category and click Done. 

Once you click Done the new category/sub-category appears in the category 

field. 

 

Editing/Modifying Existing Categories 

1. To edit a category, click on the category you want to edit. 

When you click on the category you want to edit, a pop-up box will appear. 

 

2. Click inside the text box to edit the category.  
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3. Enter new name for the category 

4. Click Done. 

Hiding and Deleting Categories 

1. If you want to hide a category ,click Hide this category to hide a 

category. 

2. If you want to delete a category ,Click Delete this category to delete 

the category. 
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ALLOCATING BUDGET 

AMOUNTS IN YNAB 
In the Budget column, assign dollars to each category until your available to budget 

amount reaches $0.The rule Giving Every Dollar a Job is applied here. 

You can enter the amount/ dollars assigned for each category in the budgeted column. 

The budget column shows how much income you have assigned to different categories 

for a month. 

1. Click on the cell inside the Budgeted Column to enter the amount for the 

category you want. 

 
When you enter the amount it appears in the budgeted column as shown 

below. 
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The picture shows YNAB’s three step process. First you enter the income 

you have and then you will budget them for different categories based on 

your immediate needs. You can categorize income for current month or 

next month.  

If you categorize the income for the current month. It shows up as 

Available to Budget at the header section of the budget. 
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When you budget those dollars, they flow into the Budgeted Column. First make 

sure you have budgeted dollars for your immediate needs like food, clothing and 

monthly bills. Set some money aside for unexpected emergencies under Rainy 

Day Funds. You can transfer some amount for the next month by creating a 

buffer, which will help you to Live on Last Month’s Income.   
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UNDERSTANDING NOTES IN 

YNAB 
Adding Notes 

Users can keep notes for months and categories to record information related to 

transactions. 

Hover over the master category or to which you would like to add the note. 

1. To add a note, click on the Note icon. 

 
When you click on the note icon a text box will appear. 

 
2. Enter your notes and click Done. 

Deleting Notes 

1. If you want to delete a note ,click Delete Note. 


