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Overview 
We have made changes to the Income & Expense tab of My MN Conservator.  These changes enhance current 
features and improve performance of the application.   

Major Changes 

• Debt transactions are now managed on the Income & Expense tab. 

• Debt payment transfers are now documented on the Income & Expense tab. 

• All other transfers between financial accounts are now documented on the Income & Expense tab. 

Entering Transactions for Debt Accounts 

1. From the Income & Expense tab, under Account Types, click the debt account you are working on. 
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• To enter a charge or expense: 

1. Click Add Transaction and enter an expense transaction similar to how you would 
with any financial account.   

2. Check Expense. 

3. Use the payment type Debit or EFT and select an appropriate category.  

4. Click Save.  

 

• To enter debt interest: 

1. Click Add Transaction and enter an expense transaction similar to how you would 
with any financial account.   

2. Check Expense. 

3. Use the payment type Debit or EFT and select the Category Debt – Interest. 

4. Click Save.  
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• To enter a return for purchases on a credit card: 

1. Click Add Transaction and enter an income transaction similar to how you would with 
any financial account.   

2. Check Income. 

3. Select the Category Refund. 

4. Click Save.  

 
  



MMC Changes to Debt Transactions and Transfers 

Revised November 17, 2014 (MJB_SP_1099a) Page 4 of 6 

 

Making Payments to Debt Accounts 

1. From the Income & Expense tab, click the financial account you wish to make the debt payment from. 

2. Click Add Transaction. 

3. In the Description field, enter the payee. 

4. Enter the payment amount. 

5. Check Transfer.  

6. From the To Account drop-down, select the debt account. 

7. Click Save. 
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Transfers between Accounts: 

*Note that transfers are now made under the Income & Expense tab 

1. From the Income & Expense tab, click the account you wish to transfer from. 

2. Click Add Transaction. 

3. Check Transfer.   

a. The Description will automatically indicate Transfer From.  You do not have to change the 
default.  

4.  Enter the amount to transfer. 

5. Select the payment type Debit or EFT.  

6. From the To Account drop-down, select the appropriate account you wish to transfer to.  

7. Click Save. 
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Entering Split Transactions  

A split transaction reflects more than one category for one income or expense entry.  After entering the 
transaction for the full amount, perform the following the steps:  

1. Click the transaction to be split.  

2. Click Split Between Categories.  

 

3. Enter the category and the amount to be split out from the original entry. 

4. Click Save Changes.  

a. For multiple splits, click Add More.  
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