
Instructions - Setting Up Your Account Structure

Account Structure

All of your income should be deposited into a main ‘expense account’.

Contact all of your service providers and request that your bills are paid via direct debit out 
of this expense account (for example; electricity, gas, phone, internet, water, gym, childcare, 
car registration etc).

Set up a weekly transfer out of this account into your ‘everyday living’ account for weekly 
living expenses. 

Set up a regular transfer (based on your pay cycle) to your ‘emergency fund’ account.

Set up a regular transfer (based on your pay cycle) to your ‘apartment goal savings’ account.

Set up a regular transfer (based on your pay cycle) to your ‘lifestyle goal’ account.

These figures can be worked out by using the ‘savings goal tracker’ and ‘know your numbers’ 
tools.
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To include your savings goal amount in your expenses, you should add the weekly, fortnightly 
or monthly amount from the ‘savings goal tracker’ tool into your ‘know your numbers’ tool. 
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After your savings goal amount has been added, you will have a surplus funds amount 
(as shown below) that you have available to allocate between your ‘emergency fund’, any 
debts you need to pay off and a ‘lifestyle goal’.
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After the automatic transfer for your savings goal has been set up, you can then review 
your surplus funds to determine the amounts you will transfer to each account. 

We recommend putting an amount that you deem necessary out of your surplus funds 
amount into your expense account to act as a buffer so that you don’t have any issues 
with direct debits coming out on time and to avoid any direct debit dishonours if there 
isn’t enough left in the account. This amount should be decided by you based on the 
highest direct debit amount you have coming out of the account as a payment.

You can then use the remaining surplus funds to allocate between your ‘emergency 
fund’, any debts you need to pay off (by increasing your minimum repayment amount) 
and a ‘lifestyle goal’. We suggest using at least 50% of your remaining surplus for your 
‘emergency fund’ to ensure you’re building up a decent amount in a short period of time.

For example, if your remaining monthly surplus amount is $1,200 you should aim to 
deposit $600 per month into your ‘emergency fund’. If you’re paid weekly, set up an 
automatic transfer of $150 per week to your ‘emergency fund’ account.

Your ‘emergency fund’ must be increasing every month until you’ve reached your goal 
amount. Once it has been built up, those funds can then be allocated to continue to pay 
off debts faster, put towards additional savings or for a ‘lifestyle goal’ instead.



Your ‘weekly living expense’ amount, as calculated in the ‘know your numbers’ tool (shown 
below) is paid into this account on a day of your choosing each week. This is money for 
you to live on for the week. It should cover your daily living expenses for food, fuel and 
fun. If you have a large amount of money left over at the end of the week then you should 
reduce the weekly transfer amount as it may be too high.
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Your total ‘emergency buffer amount’ is calculated in the ‘know your numbers’ tool (as 
shown below). This is 3 months’ worth of your total expenses. 



This is the ideal amount to have saved in your ‘emergency fund’. Use your surplus funds 
amount to determine what amount each week, fortnight or month is transferred to build 
this up, as per previous instruction.
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Using the figures out of the ‘savings goal tracker’ (as shown below), this is the amount 
that must be transferred out of the ‘expense account’ each week, fortnight or month 
(based on your pay cycle) into your ‘apartment goal savings’ account to ensure that you 
have saved your deposit by the end of your lease. You shouldn’t reduce your savings goal 
amount to go towards your lifestyle goal. What you can afford as a lifestyle goal is based 
on what is left over after your savings goal amount has been taken out.
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If you have surplus funds available after putting aside your ‘apartment goal savings’ 
amount, ‘emergency fund’ amount and any debt repayments, then you can use the 
remaining surplus to save for a ‘lifestyle goal’. Once you’ve determined the amount, set up 
an automatic transfer out of your ‘expense account’ into your ‘lifestyle goal’ account. 


