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Installation and setup

System reqUITEMENLS ........ccooiviiiiiiiiiii s
Installing QUICKeN ...
Getting started if you're new to QUIiCKenN ...........cccoovvviiiiiiiiniiiice
Upgrading from a previous version of QUIicken ...........cccccoovviviviiiiniiiiinnnnne,

What's new in this version of QUICKEN .........ccivvieeiieiiiiiceeeceeeeeeeeeeee e

System requirements

To use Quicken 2005 for Mac, you need the following;:

e Macintosh with PowerPC processor

e Mac OS X version 10.2.8 or 10.3.4

e 128 MB installed RAM

* 100 MB disk space for installation; 40 MB after installation

* Monitor with at least 1024x768 resolution and thousands of colors
® CD-ROM drive (double speed or faster)

e To print checks: Intuit checks and a Mac-compatible laser or inkjet printer
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If you plan to access online features, including online account access and online
payment: Internet access using a 56 Kbps or faster modem, and Internet Explorer
5.2.2 or Safari 1.0.2 or later

To find out which version of the system software you are using or how much RAM
you have, choose About This Mac from the Apple (#) menu. To find out how much
free space you have on your hard disk, look at the bottom of the Finder window.

Installing Quicken

It's a good idea to back up your existing Quicken data files before installing if you've
used a previous version of Quicken. (See “Backing up and archiving your data files”
on page 380 for more information.)

1

2

Insert the Quicken for Mac CD in your CD-ROM drive.
Double-click the Quicken for Mac icon.

Double-click the Install Quicken icon.

Click Continue in the Welcome screen.

Read the Software License Agreement and click Accept.
Review the installation notes and click Continue.

Click Install to install Quicken in the location shown on the screen.

Chapter 1, Installation and setup 14



To install Quicken in a different location, choose a different disk from the pop-up
menu or choose Select Folder to select a different folder.

8 Follow the onscreen instructions to complete installation.
If you're new to Quicken, go to “Getting started if you're new to Quicken” next.

If you're upgrading from a previous version of Quicken for Mac, skip to “Upgrading
from a previous version of Quicken” on page 16.

Getting started if you're new to Quicken
If this is the first time you’ve used Quicken, Quicken will create a new data file for you
and then guide you through setting up your first bank account and entering your first
transaction. The whole process takes only a few minutes.

The Quicken icon looks like 1 Go to the folder where you installed Quicken and double-click the Quicken icon.

this:

; 2 When Quicken asks you to personalize your copy of Quicken, type your name and
£ click OK.

3 In the welcome screen, click New User to set up a file for your Quicken data.

4 Follow the onscreen instructions to create your first Quicken account.

Congratulations! You've set up your first account. Now you can bring the account up
to date:

Chapter 1, Installation and setup 15



See Chapter 6, Keeping your accounts @ Enter all the transactions that have occurred in this account between the ending

up to date, on page 54 for information balance on your last bank statement and today. These transactions may be checks
about entering transactions in a that you have written and recorded in your paper check register, electronic funds
register. transfers to or from the account, or ATM transactions (deposits to or withdrawals

from the account).

e Enter all transactions dated before the statement’s ending date that have not yet
appeared on any bank statement.

Or you can wait and enter these transactions when you get your next bank state-
ment and are ready to reconcile your Quicken account with the bank statement.
See “Before you start reconciling” on page 107.

Then, when your next bank statement arrives, you can reconcile it with the transac-
tions you’ve recorded in your Quicken account. See Chapter 8, Reconciling Quicken
accounts, on page 106 for information about reconciling bank accounts.

Upgrading from a previous version of Quicken

If you are upgrading from a previous version of Quicken, be sure to move your
existing Quicken data files into your Documents folder (or folder of your choice), if
you did not have the installer move them for you. Then, if you still have your Install
CD from your previous version of Quicken, you can delete your old Quicken folder
from your hard disk. If you no longer have your original CD, back up the folder before
you delete it. We strongly recommend that you delete your old copy of Quicken.

Chapter 1, Installation and setup 16



Converting your data file may take a
little while, especially if the file is
large.

Note: If you are upgrading from Quicken 1 or 1.5, a document with instructions for
upgrading is available from Intuit Technical Support; choose Online > To the Web >
Online Technical Support.

1

4

After you have installed Quicken, moved your Quicken data files to your
Documents folder, and removed your old Quicken application from your hard
disk, you can open your Quicken data file one of these three ways:

e Double-click your Quicken data file icon.
e Double-click the Quicken application icon.
e Drag your Quicken data file icon to the Quicken icon.

If Quicken asks you to personalize your copy of Quicken, type your name and click
OK.

In the welcome screen, click Upgrading User.

You'll see a series of screens telling you what’s new in Quicken. Click Continue
after you read each screen.

If the Open File dialog appears, select your data file and click Open.

Before Quicken opens your data file, it creates a backup copy of the file and puts it in
your Documents > Quicken Backup Folder > Old Quicken Data folder.

After the backup file is created, Quicken updates your original data file for Quicken
2005 and you’'re ready to work. To update another Quicken data file, choose File >
Open File and select that file.

Chapter 1, Installation and setup 17



Note: After you update your file to Quicken 2005 format, you CANNOT go back and
use the same file with an earlier version of Quicken. If you ever need to use your old
data with your previous version of Quicken, you can open the copy of the file that
Quicken put in the Old Quicken Data folder.

What's new in this version of Quicken

To see what’s new in this version of Quicken, go to Quicken Help and click

What's new in Quicken 2005

Chapter 1, Installation and setup 18



Here’s what Quicken can do
for you

Managing your bank aCcCOUNtS.........cccccviiiviiiiiiiiiiccceee s 19
Online aCCOUNt ACCESS .......cviviviuiiiiiiiiiiicii e 21
Tracking your inVestments............ccociiiiiiiiiiiiiic e 22
Tracking your assets and debts...........cccooeiiiiiiiiiii 23
Planning ahead..........cccueuiiiiieiniiiici et 24
Reports and Graphis.......ccocciriiiicieiccercee e 24
Up-to—the-minute financial information on the Web..........ccccovvnnnnnnnnnnnnccne. 26

Managing your bank accounts

A Quicken bank account register looks a lot like a paper checkbook register. You enter
all the transactions that affect your account balance in the register, including checks
you’ve written, deposits, electronic transfers, ATM (automated teller machine) transac-
tions, and so on.

19



Quicken displays the name of the
account (Joint Checking) in the
window title.

You can use more than one series of
check numbers at a time. You can
write your checks by hand, print Intuit
checks directly from Quicken, or use
a combination of both.

80868 Joint Checking: Register
[ Date | Number | Payee/Catagory/Meme | Payment |Clr| Depesit |  Balance |~
1/22/0%| 32218 Western Bell 50.00 3,729.57
Telephone
1/25/03 941 | Church 100.00 3.629.57
| Charity | | |
/03 ATM | Ossie St. Produce 97.54 3.532.03
| Groceries | | |
1/27/03 Chiris Xfer to Joint Chacking 700.00 4,232.03
| | [Chris Savings] | | |
1/28/03| 3220/|R. Rocha Water 15.00 4.217.03
| Utilities:Water | U] |
T Trza7e3— 3221 | City Garbage 18.50 4,198.53
Utilities:Garbage .
1/30/03| 3222 | Marilyn Peters 240.00 3,958.53 Quicken computes the
_ Child Care | | | account balance
2/2/03  PRINT| Meyer Insurance 271.56 3,686.97 m automatically each
Insurance:Auto H
— : > time you record a trans
= v v B Open Split | v action.
G o Balance Today: $3,686.97
L f= A

Quicken helps you accomplish many banking tasks quickly and easily:

e Keep detailed records of all your transactions without spending a lot of time
entering data. QuickFill™ remembers each transaction you enter, so you only have
to type recurring transactions once.

e Reconcile your Quicken accounts to make sure they agree with the statements from
your bank.

e Transfer money between Quicken accounts. Quicken records the transfer in both
accounts and updates your balances automatically.

* Schedule any kind of transaction—from a car payment that you pay at the same
time every month, to a class fee that you pay only once, to a paycheck direct
deposit. When a bill is due or when payday finally rolls around, Quicken either

Chapter 2, Here’s what Quicken can do for you 20



Entering categories is easy. As soon as you
type the letters “Gr,” QuickFill completes
the category name “Groceries.”

reminds you about it or simply enters it for you automatically—whichever you
prefer.

Keep track of where your money goes with categories. For example, if you buy
groceries at several different stores, you can tell Quicken to use the same
“Groceries” category each time you record a payment to any of those stores in any
Quicken register. Then, at the end of the month, you can create a report or graph
that shows how much you spent on groceries that month.

806 Joint Checking: Register |
Numberl Payee/Category/Memo | Payment |Clr| Deposit | Balance -

1/25/03 ATM | Ossie St. Produce 97.54 3,532.03

X ¥ | Groceries v P Open Split

You can also choose a category name from the pop-up menu in the Category field.

Online account access

Online account access gives you convenient, day or night access to your accounts
using state-of-the-art encryption and security features. With online account access,
you can:

Update your Quicken registers, following a schedule you choose, with transac-
tions downloaded directly from your financial institution, saving data entry time
and effort

Easily reconcile your accounts with automatic transaction matching
Pay your bills without ever writing a check or licking a stamp

Transfer funds between accounts at the same financial institution

Chapter 2, Here’s what Quicken can do for you 21



e Retrieve account balances and credit and charge card information, so you have up-
to-date information for better financial decision making

e Schedule a payment now to be paid at a future date you specify

e Update securities transactions in an investment account

Tracking your investments

Use investment accounts to track what you own in stocks, bonds, mutual funds, and
other types of investments that fluctuate in price. Investment accounts let you:

e Compare the performance of your investments

¢ Keep detailed records of investment transactions

e Update current market values

* Report on investment income and capital gains

The Portfolio window lets you see all your investment accounts in a single window.
You can update security prices and view summary information for all your securities.

Chapter 2, Here’s what Quicken can do for you 22



806 Portfolio

Group by: | Account HB Set prices as of: 6/18/03 | 32 [ Customize... )
[ [NERMES | Quote/Price | Shares | CostBasis |  Gain/Loss | Market Value | [2]
|< Brokerage 19,650.00 3,126.50 33,555.50
Apple Computer = 19.120 * 100 1,250.00 §62.00 1,912.00
General Electric =) 30.730 ¥ 150 7,500.00 -2,890.50 4,609.50
Intuit 47.340 % 150 4,500.00 2,601.00 7,101.00
| Proctor & Gamble ==l 91.540 100 6,400.00 2,754.00 9,154.00
1 Cash 10,779.00
=7 Mike's 401k 4,341.60 107.96 4,739.89
1 Fidelity Diversified Int'l 19.880 # 153.897 3,070.85 -11.48 3,059.47
Prudential Jennison Growth 10.940 # 127.065 1,270.65 119.44 1,390.09
Cash 29033
= Watch List
IEM = 84.700 *
Microsoft =] 26.070 * |
| =
Quotes provided by S&P Comstock |
Register}- 6 Add Security:. ) Delayed at least 20 minutes Cash Balance ;0653 i
~— - M Last updated: Today at 3:15 PM Market Value 38,295.39 7l

Tracking your assets and debts

Quicken can help you track loan balances, the value of your car or other personal
possessions, and the balances due on your credit cards. If you set up accounts for all
your assets and debts, Quicken can include them in net worth reports and graphs to
give you an accurate view of your total financial picture.

When Quicken tracks loans and mortgages, it keeps track of both the amount of

interest you've paid and the loan’s outstanding principal balance—it even calculates
the proportions of interest and principal for each payment.

Chapter 2, Here’s what Quicken can do for you 23



Planning ahead

Quicken offers a variety of long- and short-term planning tools to help you look into
your financial future. Use reports, graphs, and budgets to assess your current financial
health, and then try out “what-if” scenarios with the financial planning calculators.
The Quicken Tax Planner helps you estimate what your next tax bill will be, and the
loan tracking tools help you shop for loans by figuring exactly how much interest and
principal you would pay in different loan scenarios.

For more information on Quicken’s planning tools, see Chapter 18, Planning your
financial future, on page 324.

Reports and graphs

Quicken can create many different kinds of reports and graphs to give you insight into
your finances. With Quicken’s flexible reporting tools, you can include information
from any or all of your Quicken accounts. You can create a QuickReport™ or an
EasyAnswer report or graph for a quick update, or you can customize standard
Quicken reports and graphs by changing the layout and choosing just the accounts
and categories you want to see.

Suppose you want to look at your expenses for the last three months of last year. You

can see the information you want in a category summary report or an expense
comparison graph.

Chapter 2, Here’s what Quicken can do for you 24



In a category summary report,
Quicken totals your income and
expenses and displays the totals on
the screen. You can also print the
report if you like.

Subcategories help you analyze your
spending or income patterns; you can
look at a detailed breakdown of how
much you’ve spent or earned for each
subcategory as well as see a total for
the category.

To view the transactions that make up
a value in a report, double-click the
value to get a QuickZoom report (a list
of transactions). To change one of the
transactions in that list, double-click it
to go to the register with that transac-
tion selected.

806 Category Summary Report
) tink wide paes to .

- f ] f — & ] { f -
Row: [ Cate... [§] Column: [None  [4]] [Headers  [#]/ Geneva F( 10 Fllmain 8
Manday, April 7, 2003
Terry's Finances - All Accounts 8

I Category Summary Repurﬂ l
8 1/1/02 through 12/31/02
1/1/02-
Category E)_ iemsiee o
Inflows

*Div Income 106.00

*Realized Gain 212.50

_401EmployerContriby 1.643.11
— Gift Received 100.00

Salary 41,076.89
Total Inflows 43,138.50
Outflows

*Mike's 407k 2,215.44

*Mike's ESPP 1,200.00

Clathing 511.24

Dining 391.47

Entertainment 516.45

Groceries 665.57

Hame Repair 450.00

Hausehold 672.02

Supplies 35.04

Tau:

Fed 10,581.42
Medicare 547.90
sDl =
T 806 Expense Comparison Graph
State
Expense Comparison by Category | [ Tax FEE 2T
EET::;?‘ as a Percentage of Total Expenses Mike's 401k anz
Cable TV [ *Mike'z ESPP 4.29
Gas & Electric O utilities EY-1
Telephone [0 Househald 274
Utilities - Other [ Groceries 271
Entertainment 21
Total Utilities
[ clothing 203
Ounhws.- Othiar [l Horne Repair 1.84
Total Qutflows [ bining 160
[ other... 0.15
—— Total  $24.58384
171402 - 12/31/02
(_Customize ) y

_—

An expense comparison graph shows
how much you are spending on
individual categories in relation to
your total spending and to other
categories. You can use graphs to
analyze spending patterns, show your
top ten expenses, alert yourself to
overspending, and compare historical
data.

To see more detail about a value in a
graph (for example, a specific pie
slice), double-click the value to get a
QuickZoom graph.

Chapter 2, Here’s what Quicken can do for you 25



Up-to-the-minute financial information on the Web

If you have a Web browser, it’s easy to connect to the Web right from Quicken. Just
choose Online > To the Web and then choose your Web destination. Quicken’s home
page on the Web is updated continuously to give you the very latest in financial infor-
mation, online banking, and Quicken technical support.

Chapter 2, Here’s what Quicken can do for you 26



Working with Quicken

The QUICKeN WOIKSPACE........cvrviiiiie et 27
Customizing your Quicken wWorkspace ..........ccccoeviviiiiiiiniiiniiiiiccce 29
Getting step-by-step assistance from Quicken Help ..........ccooviiiiiininiinn 31
Using this manual..........ccccoiiiiiiic s 33

The Quicken workspace

Activity areas

Quicken has six activity areas that are represented by six tabs at the top of your screen.
These tabs help organize your work and prevent your workspace from becoming
cluttered with too many open windows.

e Banking: Work with bank accounts, including checking, savings, and money
market accounts.

e Investing: Track stocks, bonds, mutual funds, and other investments.

e Planning: Budget and forecast how new events might affect your finances, plan for
tax time, and develop strategies to save more and pay less interest on your debts.

e Reporting: Create reports and graphs that tell you where your money comes from
and where it goes.

27



Keyboard shortcut for the Accounts

command.

s |

Accounts
Registers

e Property & Loans: Track credit cards, loans and mortgages, and assets such as your
home.

e Services: The last area contains task buttons that help you access financial informa-
tion resources on the Web.

Toolbar

You can choose Quicken commands by clicking a button in the toolbar. The toolbar
includes the buttons for the most commonly used commands in the activity area
you've selected. For example, the toolbar in the Banking area includes buttons for
common banking tasks.

| Insights ~ Registers  Checks  Reconcile Calendar One Step  Download Bills ePayment  Outhox UserGuideE

To add, delete, and rearrange command buttons, see “Customizing your Quicken
workspace” on page 29.

Keyboard shortcuts

A keyboard shortcut is a combination of keys you press at the same time to choose a
command. To use a keyboard shortcut, hold down the % (Command) key while you
press another key. To open the Account list, for example, hold down the % key and
press A. You can see a list of keyboard shortcuts on page 439. You can also create your
own keyboard shortcuts in Quicken. See “Creating your own Command-key short-
cuts” on page 30.

Chapter 3, Working with Quicken 28



Customizing your Quicken workspace

You can define your Quicken workspace by personalizing the toolbar, and adding,
rearranging, or removing tabs and command buttons.

Customizing the toolbar

You can use the toolbar just as it is, or you can change it so it suits your working style.
Adding a button to the toolbar

You can add many Quicken menu commands to the toolbar in any activity area tab.

You could, for example, add the Portfolio button to the toolbar in the Banking tab to
easily access your Portfolio window while you work in the Banking area.

1 Choose Quicken > Configure Toolbar.

2 Click the activity area tab where you want to add the command button.

3 Choose the command button you want to add to the activity area tab from the
scrolling list of commands.

4 Drag the button from the Command Button list onto the toolbar.
Rearranging and removing command buttons

To change the position of a command button, open the Configure Toolbar window.
Select and drag the button you want to move to a new location in the toolbar.

Chapter 3, Working with Quicken 29



To remove a single command button, open the Configure Toolbar window. Select the
button you want to remove and drag it off the toolbar. To remove the whole toolbar,
clear the Show Tabs, Show Command Buttons and Show Account Buttons check-
boxes.

Creating your own Command-key shortcuts

You can make it faster to use your favorite commands by creating shortcuts for them.
A shortcut lets you execute the command with a simple key sequence: pressing the
key plus one other key. You can assign a Command-key shortcut to any menu
command, including any account name in the Registers menu.

1 Hold down the % key and click in the menu bar. Don’t release the mouse button.

2 Release the % key and select the menu command to which you want to assign a
shortcut.

3  With the command selected, release the mouse button.

Quicken displays a window that shows the menu name, command name, and
existing Command-key shortcut (if any).

For example, if you want the shortcut 4  Type the key you want to combine with the % key and click OK.
for an account named Checking to be

3-1, type 1 and click OK. If another menu command already has the same Command-key shortcut assigned

to it, Quicken asks you to confirm the change. If you confirm the change, Quicken
removes the shortcut from the other menu command and assigns it to the
command you selected.

Chapter 3, Working with Quicken 30



Removing a Command-key shortcut

1

2

Hold down the % key and click in the menu bar. Don’t release the mouse button.
Release the 3 key and select the menu command.
With the menu command selected, release the mouse button.

Delete the shortcut from the Command Key field in the Edit Command Key
window.

Click OK.

Getting step-by-step assistance from Quicken Help

If you have a question about how to do something in Quicken, go to Quicken Help for
step-by-step assistance. When you use Quicken Help, its window moves in front of
any windows you have open in Quicken. If you need to move it, just drag its title bar.
To return to Quicken, click in any Quicken window.

The step-by-step procedures in this User Guide that are available in Quicken Help are
listed in tables like this one.

For step-by-step help, go to Registers in Quicken Help and select

How do | enter a transaction?
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There are a number of different ways to open Quicken Help:

Choose Help > Quicken Help.

Press $-?

Press the Help key if you are using an extended keyboard.

Hold down the Control key, and click in a window to display a contextual menu.
Choose Help for information specific to the window you’re working with.

Searching Quicken Help

When you type in your text and click Search (or press Enter), Quicken Help displays
a list of related tasks. Click the topic that interests you.

8086

Search Results

(=)

Back

Farward Help Center Ask a Question

{Q,_ set up an account ———

50 topics found

Settlng up an account

Relevance MM'—H
A

2 Quicken Help

| Setting up a cash account =|.||||||IIIIIIIIIIIIIIIIIII|H=_“?‘V@_":"f ap Help
Setting up an asset account A Quicken Help
Setting up a credit card account MMM "‘ Quickean Help
Setting up an investment account MM i‘. Quicken Help

s

Setting up a cash account
Use this procedure to set up a cash account.
Topic located in: Quicken Help

A

Type a word or phrase and press Enter.
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Learning useful tips and shortcuts

Tips & Shortcuts are helpful hints that can help you get more out of using Quicken.

Choose Tips & Shortcuts from the Quicken Help table of contents. Then click a link to
see a series of tips and shortcuts for that topic area.

868 Customizing Quicken (=]
1:. .:; a Q y
Back Farward Haelp Center Ask a Question

Add Command=key shortcuts for your registers

(=)

If you hold down the Command key while you
choose Registers and then the name of an account
from the Lists menu, you can assign a Command-
key shortcut that will let you open that register from
the keyboard.

Add commands to the toolbar

Choose Configure Toolbar from the Quicken menu
(Mac ©5 X), or from the Edit menu (Mac O3 9). Select
the command button you want to add from the
scrolling list and draa it to the toolbar. Release the

EN R

Using this manual

Quicken includes this onscreen User Guide. You can open this Adobe Acrobat
document by choosing Help > User Guide.
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Accounts track what you
own and owe
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About Quicken data files

Your Quicken data file contains all your financial data. Your personal Quicken data
file might contain several accounts, such as a checking account, a savings account,
credit card accounts, and an investment account. If you use your Quicken data file for
business, it might contain a business checking account, an A/R account, an A/P
account, and a capital equipment account.
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A Quicken data file is like a drawer in a filing
cabinet, and the accounts in it are like the
folders in that file drawer. You might, for
example, have folders in your financial file
drawer labeled Checking, Savings, Car loan,
Mortgage, and so on.

All the accounts in one Quicken data file share the same lists of categories, classes, and
other information—and you can transfer funds from one account to another within
the same file. Plus, when you run a Quicken report or graph, you can choose to see
data from any or all of the accounts in your file. For example, if you want a status
report on the accounts you use every day, you can create a net worth report that
includes the balances from your checking, credit card, and savings accounts. If you
want your net worth report to show your overall financial picture, you can include
information from all of the accounts in your file, including investment accounts,
retirement accounts, and the asset and liability accounts you use to track the value of
your home and the remaining balance on its mortgage.

If you use Quicken for personal finances only, you probably need just one data file.
Quicken reports, graphs, and budgets only include information from accounts that are
in the same data file. However, you may decide you need more than one data file if,
for example, you want to keep your personal and business finances completely
separate. See “Using more than one Quicken data file” on page 375.
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About Quicken accounts

Each Quicken account represents either something you own (an asset) or something
you owe (a liability), and lets you track the money—or value—that is added to or
subtracted from that account.

Quicken is flexible enough to let you track as many as 255 accounts in one file. Some
people track only their primary checking account; others want to know where every
penny goes. Some people use just one checking account for a while and then add other
accounts as they go along; others set up all their accounts before they begin entering
any data.

Accounts that track what you own

Bank accounts (checking, savings, and money market). Use these to track your
checking accounts, savings accounts, and money market accounts. You can print
checks and make electronic payments from these types of accounts. See Chapter 7,
Paying your bills, on page 78, and Chapter 9, Banking online, on page 126.

Cash accounts. Use this to track your cash. See Chapter 10, Tracking your cash, on
page 156.

Asset, house, and vehicle accounts. Use these to track the value of an asset such as
a home or car. For a business, use asset accounts to track your capital equipment
or accounts receivable. See Chapter 12, Tracking assets and liabilities, on page 172.

Investment accounts (brokerage, 401(k), and IRA). Use these to track multiple
investments in a single account. See Chapter 14, Tracking investments, on
page 200.
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e Single mutual fund accounts. Use this to track a single mutual fund. See
Chapter 14, Tracking investments, on page 200.

Accounts that track what you owe

e Credit card and line of credit accounts. Use these to track your credit cards, lines
of credit, and equity lines. See Chapter 11, Tracking your credit cards, on page 163.

e Liability accounts. Use these to track something you owe, such as a mortgage or
car loan. For a business, use liability accounts to track accrued liabilities or
accounts payable. See Chapter 12, Tracking assets and liabilities, on page 172.

Setting up a Quicken account

The steps for setting up an account are basically the same for all Quicken accounts.
You can edit most account information later if you decide to change it (see page 40).

Note: To set up an investment account or track a loan, see “Setting up an investment
account” on page 219, “Setting up a Quicken mutual fund account” on page 229, or

“Setting up a loan” on page 184, before you set up the account.

1 Choose File > New Account, or List > Accounts and then click New.

The Account Setup Assistant appears.

2 Follow the onscreen instructions to create the account.
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New Account Assistant

Account Setup
Select the financial institution for this account

V-

) This account is held at the following institution:

st Advantage Federal Credit Union m
1zt Mational Bank of Lebanon Ohio

1zt Mationhal Bank of Palmerton
1=t United Bank

21st Century Bank-Marth

66 Federal Credit Union
Aberdeen Proving Cround FCU
Acuity Bank 556

AEA Federal Credit Unian
Aerospace FCU

Agriculture Federal Credit Union
Air Academw Federal Credit Union

Y

() This account is not held at one of the financial
institutions listed above.

Ci This account is not held at a financial institution.

1 This is a loan account.

{ Cancel ) [ Continue

When you are done with the Assistant, Quicken creates the account, adds its name
to both the Account list and the Categories & Transfers list, downloads current
transactions (if you set up an online account access), and opens its register.
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eoe Terry Savings: Register You can Come‘back
Number | Payee/Category/ Mema | Payment |Cir| Deposit |  Balance | to this transaction
5/14/04 Opening Balance R 200.00 — 20000 Iater and Change the
= ey oouipe] | opening balance
@ v v B Open Spit | amount and the date
if you need to.

Restore ) P4 Balance Today: $200.00
SO D G A

Opening an account register

There are several ways to open a register in the current data file (or bring it to the front

if it’s already open):

 Click the button for that account in the account bar at the bottom of the toolbar.
Quicken displays buttons of the most recent accounts you've opened:

| loint Checking ||

Chris Savings ||  Villa Bank Card || Cash |

Note: If you don’t see buttons like the ones shown above, choose Lists > Accounts,
select the account, click Edit, and make sure that both the Show account in lists and
Show account in toolbar checkboxes are checked.

Choose the account from the Registers pop-up menu in the toolbar.
Choose Lists > Registers > [account].

Choose Lists > Accounts, and then double-click the account name.
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e If the account you want to work with is already open, use the Windows menu to
bring the open account to the front.

You can work with more than one account at a time by opening multiple register
windows. You can always tell which account you have open because the account
name is part of the Register window title.

Editing, hiding and deleting accounts

To edit a Quicken account, select the account name in the Account list and click Edit.
Then change the account information in the Edit Account window. You can rename
an account, change the account description, change an account’s online access, and
read or edit any notes you added. You can edit the credit limit for a credit card account
or change an investment account’s tax status. You can also change the account type in
most cases.”

If you don’t use an account anymore, you can hide it so that it doesn’t show up in the
Account list or the Categories & Transfers list. Its transactions are still there so you can
use them in reports and graphs, but it doesn’t show up in any lists. To hide an account,
select it in the Account list and click Edit. Clear the Show account in lists checkbox. In
the Account list, clear the Show hidden accounts checkbox. To see the hidden account
again, select the Show hidden accounts checkbox in the Account list.

You can delete an account by selecting it in the Account list and clicking Delete.

*You can’t change the account type of an investment or mutual fund account, and you can’t change a
bank, cash, asset, credit card, or liability account into an investment or mutual fund account.
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Caution: Do not delete an account as a step in changing account information. If you
delete an account, you lose all of the transactions in it. When you edit the account
information, the account retains all of its transactions.

When you delete an account, you lose all of the transactions in that account, and any
transfers between the deleted account and your other Quicken accounts lose the
transfer information.

For step-by-step help, go to Accounts in Quicken Help and select
How do | edit account information?
How do | hide an account?

How do | delete an account?
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Categories and classes track
income and expenses
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About categories

Categories are labels you assign to transactions to help you track where your money
goes. When you “categorize” your transactions, Quicken can give you insight into
your finances through reports, graphs, and budgets. Reports and graphs can tell you:

e How much you spend each month on groceries, utilities, mortgage interest, auto
maintenance, and more. These items are tracked using expense categories.

e How much you receive each month in salary, bonuses, dividends, interest income,
rental income, and so on. These items are tracked using income categories.
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“What do | put in the Category field?”
on page 61, explains how to assign
categories to transactions.

If you assign categories to the transactions you enter in Quicken, you can:

* Create income- and expense-based reports and graphs that show where your
money comes from and how you spend it. See Chapter 16, Creating reports, on
page 282, and Chapter 17, Creating graphs, on page 312.

e Set up budget amounts for some or all of your categories and create reports or
graphs that compare your budget to your actual expenses and income. See
“Budgeting” on page 328.

e Save time when preparing your tax returns by generating a list of tax-related
income and expenses, or by exporting information to tax-preparation software. See
Chapter 19, Getting ready for tax time, on page 354.

You can assign a category to any transaction in any non-investment account.” If you
write a check for groceries, you could assign the category “Groceries” to the transac-
tion when you enter it in your Quicken checking account register. If you pay for the
groceries by credit card, you would also assign the category “Groceries” to the trans-
action when you enter it in your credit card account register.

The more specific your categories are, the more detailed your reports and budgets will
be.

Itis important to assign categories and subcategories consistently. For example, if you
sometimes assign the category “Auto” to transactions for gasoline, but other times
you assign the category and subcategory “Auto:Fuel,” Quicken displays two separate
amounts in reports: one for “Auto” transactions, and another for “Auto:Fuel” transac-
tions. Use the Replace command to find all occurrences of “Auto” in a register and

* Quicken assigns special investment categories to many kinds of investment transactions. See the table
that begins on page 238 for more information.
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decide whether to recategorize some of them as “Auto:Fuel” (see “Finding a specific
transaction” on page 76).

Tip: You'll get more accurate reports, graphs, and budgets if you categorize credit and
charge card purchases the same way you categorize checking account transactions,
instead of assigning a general category like “AmEx” or “Credit card.” See Chapter 11,
Tracking your credit cards, on page 163.

Setting up categories and subcategories

When you started Quicken for the first time, you had the opportunity to include a
preset home category list, business category list, or both in your Quicken data file. You
can use the preset categories as they are or modify them to suit your needs.

Note: If you chose not to include Quicken’s preset category lists when you initially
created your data file, but now wish to include them, choose Lists > Categories &
Transfers > Import Business Categories and / or Import Home Categories.

To get started quickly, use one of the preset category lists and then add new categories
as you work with Quicken. Or, if you prefer, review the preset category lists and the
modified lists on page 46 and then create your own list.

To see your list, choose Lists > Categories & Transfers > List.

The next page shows the preset category lists provided by Quicken:
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Quicken’s preset Categories & Trans-
fers lists

The list on the left is the preset list of
home categories that Quicken

provides, and the one on the right is
the preset list of business categories.

Subcategories are indented under the
main category. Click the triangle to
the left of the category name to hide or
show its subcategories.

Delete any unused categories by
selecting them in the list and clicking
Delete. For example, if you live in the
U.S., you may want to delete all the
Canadian categories. And if you live
in Canada, you may want to delete the
U.S. tax categories.

800

Categories & Transfers

Typa | Tax |Description / Tax Line Itam [z]
= Autao Expanse Automobile Expenses f.-
Fuel Auto Fuel
Insurance Auto Insurance
Registration ¢ Schedule A:Personal property taxes
Service Auto Service
Bank Charge Expense Bank Charge
Bonus Income ¢ W-2:Salary or wages, self
Cash Funonsa Micr Cach
E:ﬁ:[gare 8086 Categories & Transfers
Clathing rmfm | Tax |Description / Tax Line Item B
Dining Ads Expense ¢ Schedule C:Advertising
Div Incame Bad Debt Expense &
Education Bark Charges Expense ]
Entertainment Benefits Expense ¢  Employee Benefits
Gift Received Car & Truck Expense ¢ Schedule C:Car and truck expenses
Gifts Given Commissions Expense ¢ Schedule C:Commissions and fees
Groceries - Cost of Goods Expense @
Home Repair Labor @
Hausehold Materials @
=7 Insurance Other @
Harma CPP Expense Canada Pension Plan
Interest Inc Depletian Expense ]
Investment Exp Depreciation Expense ]
Inwvestment Inc Dues Expense & Dues & Publications
IRA Contrib Entertainment Expense &
IRA Contrib Spouse Freight Expense ¢ Schedule C:Other business expenses
[» Medical Gross Sales Income @ Schedule C:Gross receipts or sales
Misc GST Expense Goods and Services Tax
Mortgage Int Insurance Expense o
Other Inc Interest Earned Income ¢ Schedule Binterest income
=7 Payrall Taxes, Self Interest Paid Expense ¢ Schedule Cinterest expense, other
Federal Janitorial Expense &
Medicare L & P Fees Expense ¢ Schedule C:Legal and professional fees
] Late Fees Expense ¢ Schedule C:Other business expenses
Soc Sec Miscellaneous Expense
State Difice Expense ¢ Schedule C:0ffice expenses
[ Payroll Taxes, Spo... Penslans Expense ¢ Pensions & Profit Sharing
Parsian PST Expense Provincial Sales Tax
Recreation Rent Income Income ¢ Schedule E:Rents received
Rent Rent Paid Expense ¢ Schedule C:Rent/lease other bus. prop.
Salary Repairs Expense ¢ Schedule C:Repairs and maintenance
Salary Spouse Retumns Expense % Schedule C:Returns and allowances
Subscriptions Services Expense @
Tax Refund Supplies Expense &
= Taxes Taxes Expense ¢ Schedule C:Taxes and licenses
Other Telephone Expense ]
Property Travel Expansa ¢ Schedule C:Travel
Travel uic Expense Unemployment Ins. Cammission
Unemplayment Inc Utilities Expense &
= Utilities Wages Expense % Schedule C:Wages paid
Cable TV = = =
Gas & Electric Use £ New ) Edit Delete © ¢ Add Subcategory |
Telephone = > z = 2 A
Water T ———
< Vacation
Ladging Matel/Hatel Costs v |

Click a column title to change the order in
which categories appear in the list. This
list is sorted by category name, but you
could also choose to sort it by type if, for
example, you want to group your all of
your income categories together. You can

also sort by tax status or
description.

You can mark categories as
tax-related and assign tax
form information to them.
See Chapter 19, Getting
ready for tax time, on

page 354.
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Here are two sample category lists:

e The list on the left is a partial view of
a category list used by a couple who
want to track their income and
expenses in more detail than
|Iorovided by the preset home category

ist.

e The list on the right is shorter than the
preset list of home categories, and it
contains main categories only—no
subcategories.

The first time you set up an investment
or single mutual fund account, Quicken
adds these investment categories
(preceded by e) to your Categories &
Transfers list.

Account names in square brackets ([ ])
are included in this list so you can
transfer funds between accounts.
Double-click an account name to
create a transfer. See “Transferring

money between accounts” on page 66.

Modifying the preset category lists

You can modify a preset category list by creating new categories or new subcategories
and by editing or deleting existing categories and subcategories. You can also change

a category into a subcategory or a subcategory into a category, and you can move

subcategories from one category to another. See “Creating new categories” on

page 47, “Creating subcategories” on page 48, and “Editing, deleting, and moving

categories and subcategories” on page 49.

806 Categories & Transfers
Typa | Tax |Description / Tax Line Itam =
sAccrued Int Expense ¢  Schedule Binterest income L~
sAccrued Int NT Expanse Mon-Tax Accrued Interest
*Div Income Income ¢ Schedule B:Dividend income
*Div Income NT Income Non-Tax Dividend
#Int Expense Expense % Investment Interest Exp
#Int Expense NT Expense MNon-Tax Inv Interast Exp
*Int Income Income ¢ Schedule Binterest income
*int Income NT Income Non-Tax Investment interest Inc
sLang CapGrDst Ineame ¢ Schedule B:Div. income, cap gain distrib
sLong CapGnDst NT - lhcome Non-Tax Leng Term Cap Gain Dist
*Realized Gain Income ¢  Realized Gain/Loss
*Realized Gain NT Income Non-Tax Realized Galn/Loss .
*Short CapGnDst Income ¢ Schedule B:Dividend income e e e Categ{m ex&-Transters
sShort CapGnDst Income Mon-Tax Short Cap Gain Dist Type | Tax |Description / Tax Line Item B
#Unrealized Gn Income Unrealized Gain/Loss Auto Expense Automobile Expenses
[American Express]  Transfer Bank Charge Expense Bank Charge
[Car Loan] Transfer Cash Expense Misc Cash
[Chris Sawings] Transfer Charity Expense ¢ Schedule A:Cash charity contributions
[Fortfolio] Transfer Clathing Expense Clathing
[Terry Checking] Transfer Dining Expense Dining Out
[+ Aute Expense Automobile Expenses Education Expense Education
<7 Bank Charges Expense Bank charge Entertainment Expense Entertainment
Late fee Gift Raceived Income Gift Received
Online payment Gifte Given Expense Gift Expenses
Bonus Income ¢ W-2:Salary or wages, self Groceries Expense Grocerias
Cash Expense Misc Cash Household Expense Household Misc, Expenses
Charity Expense ¢ Schedule A:Cash charity contributi Insurance Expense Insurance
Child Care Expense ¢ Form 2441 :Qualifying childcare ex Medical Expense ¢ Schedule A:Medicine and drugs
Clothing Expense Clathing Misc Expense Miscellanecus
Dining Expanse Dining Qut Mortgage Int Expense % Schedule A:Home mortgage interast {1098)
Div Income Income Dividend Income Pensian Income ¢
= Education Expense Education Property taxes Expense ¢ Schedule A:Real estate taxes
Reom and Board Recreation Expense Recreation Expense
Supplies Salary Income ¢ W-2:Salary or wages, self
Tuitien Subscriptions Expense Subscriptions
Entertainment Expanse Entertainment Travel Expenza Transportation Exp
== Gift Received Income Gift Received Utilities Expense Water, Gas, Electric
Parents Vacation Expense Vacation Expenses
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The category name can be up to 32
characters long. Be careful not to enter
more than one name for the same
category. For example, if you type
“Clothes,” Quicken will see it as a new
category even if you already have a
category called “Clothing.”

Click Income if this is an income category
such as salary, interest income, or rent
from an investment property. Click
Expense if this is an expense category such
as groceries, utilities, mortgage interest, or
charity.

(Optional) Select Assign a tax link if you
wish to assign a category to a specific line
item on an IRS form. See “Marking catego-
ries as tax-related” on page 355.

Creating new categories

You can set up your categories before you enter any transactions, or you can set them
up “on the fly” while you are entering transactions.

1 Choose Lists > Categories & Transfers > List (s8-L).
2 Click New (3-N).

3 Enter information about the category.

806 C Set Up Category The category description can be up
——— Categery: Subseriptions Description:i Professional publications _t__ to 54 Charac.ters.long' YOU can ShOW
{optional) the description instead of the
— category name in reports and
F O Income @ Expense ‘ graphs if you want to see a more
detailed description.
—ETWHHR
— ¥ Assign tax link
Select a line item:

Office expenses

Other business expenses
Other business income
Other costs, COGS
Pension/profit sharing plans
Purchases, Cost of Goods

IEE(E

- \ H _
et omros (Optional) Select the Tax-related
The cost of other expenses directly related to your trade or business that may CheCkbOX if you want to use thIS

nat be applicable te the other tax lines of the Schedule C (e.g., dues and _ 1
subscriptions, eredit and collections costs, samples, bank and eredit card foas). Category totrac k tax related Income
or expenses.

( Cancel ) m

4 Click Create to add the category to the Categories & Transfers list.
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Creating subcategories

Using subcategories gives you more flexibility than using categories alone. For
example, under the category “Utilities” you could have subcategories such as “Cable
TV,” “Gas & Electric,” and “Water.” Then you can show information for each subcat-
egory under the main categories in your reports, graphs, and budgets.

1 Choose Lists > Categories & Transfers > List (s8-L).

2 In the Categories & Transfers window, select the category for which you want to
create a subcategory and click Add Subcategory.

To add the subcategory “Insurance” under 8086 Categories & Transfers Quicken doesn’t display a type
“Auto,” select “Auto” and click Add [ [CRegem AR Tyoe [ Tax|Description / Tax Line ltem [z] (income or expense) for subcatego-
Subcategory. Then type “Insurance” in the \VA?UI Expense Autamable Exparess - ries because they are always the
. . T
Category field and click Create. R e \ il I 0 same type as the parent category.
Registration ‘ ¢ Schedule A:Personal property taxes e
Service Auto Service e
=7 Bank Charges Expense Bank charge v
_Use  (_New ) Edit Delete Add Subcategory

A
3 Enter information about the subcategory just as you would for a new category.

See the illustration in step 3 on page 47.

4 Click Create to add the subcategory to the list.

Quicken displays the new subcategory below the main category in the Categories
& Transfers list. Subcategories are listed in alphabetical order.
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Editing, deleting, and moving categories and
subcategories

You can edit category or subcategory information by selecting a category in the
Categories & Transfers list and clicking Edit. If you rename a category or subcategory,
Quicken automatically replaces the old name with the new name in all transactions
categorized with the old name.

You can delete a category or subcategory by selecting it in the Categories & Transfers
list and clicking Delete.* When you delete a category or subcategory, Quicken
removes the name from the Categories & Transfers list and from the Category field of
any transactions to which it is assigned.

Caution: Don’t delete a category or subcategory as a step in changing its name. Delete
a category or subcategory only if you don’t expect to use it again or if you want to
reassign the transactions for the deleted category to several different categories.

You can also change a category into a subcategory, or move a subcategory from one
category to another by dragging and dropping them in the Categories & Transfers list.

For step-by-step help, go to Categories & Classes in Quicken Help and select

How do | edit categories and subcategories?

How do | delete categories and subcategories?

*You cannot edit or delete the predefined investment categories (those preceded by ), and you can
only edit or delete transfer categories from the Categories & Transfers list by editing, hiding, or
deleting the associated account (see “Editing, hiding and deleting accounts” on page 40).
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For step-by-step help, go to Categories & Classes in Quicken Help and select

How do | move categories and subcategories?

About classes

Classes add an additional dimension to reports and graphs by letting you specify
where, to what, or to whom transactions apply. Classes do not replace categories; they
add information to transactions that already have categories. Unlike subcategories,
which can only be used with their parent category, classes can be used with any
category. You can create reports and graphs based on categories, classes, or both.

You can use classes in situations like these:

e If you share a Quicken data file with others in your household, you can create a
class for each person so you can track how much each person earns and spends
without creating subcategories for each category. For example, spouses could
classify dining expenses as Dining/Sue and Dining/Jim, and clothing expenses as
Clothing/Sue and Clothing/Jim.

e Ifyou use your personal checking account for business and personal expenses, you
can identify business transactions with the class Business to distinguish them from
personal expenses in the same category. For example, you could classify business
expenses as Dining/Business, Entertainment/Business and Subscriptions/
Business.

* If you manage properties, you can identify transactions by property name or
address. For example, six water bills could be categorized as utility expenses and
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classified as applying to six different properties by entering Utilities:Water / EImSt,

Utilities:Water / OakSt, and so on.

e If you work with multiple clients, you can identify transactions by client name.

Then you can report separately on the income and expenses related to each client.
For example, you might classify income earned as Income /Smith, Income /Jones,

and Income/ Lee.

The following table gives examples of how to use classes:

Use classes to specify

Whom the transaction is for:
eYour clients

*Your salespeople

eYou or your spouse

Where the transaction applies:

eSales regions
*Property names

What the transaction is for:
eJob or project names
eEquipment or vehicle
eBusiness use

Reason for using classes

Track income and expense by client

Track commissions

Track income and expense by individual

Track performance by division

Track income and expense by property

Perform job costing
Track expense by item

Separate business income and expense
from personal income and expense

Examples of class names

SellCo, Mena, Bartel, Lew & Co.
Bob, Karen, Glenn, Kate, Eric
Chris, Terry

Midwest, West, East, North, South
Harlow St, Ward Way, Rusko Ave

Crandall, Miller, Smith
Truck, phone, fax, copier
Business
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Setting up classes and subclasses

Quicken does not provide a preset list of classes. To create a class, choose Lists >
Classes and click New. You can set up classes before you enter any transactions, or
you can set them up “on the fly” while you are entering transactions. For more infor-
mation, see “Assigning a class to a transaction” on page 64.

For step-by-step help, go to Categories & Classes in Quicken Help and select

How do | set up classes and subclasses?

Editing, deleting, and moving classes and subclasses

You can edit class or subclass information by selecting a class in the Class list and
clicking Edit. If you rename a class or subclass, Quicken automatically replaces the old
name with the new name in all transactions classified with the old name.

You can delete a class or subclass by selecting it in the Class list and clicking Delete.
When you delete a class or subclass, Quicken removes the name from the Class list
and from any transactions to which it is assigned.

Caution: Don’t delete a class or subclass as a step in changing its name. Delete a class
or subclass only if you don’t expect to use it again or if you want to reassign the trans-

actions for the deleted class to several different classes.

You can also change a class into a subclass, change a subclass into a class, or move a
subclass from one class to another. Just drag and drop them in the Class list.
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You cannot change a class into a category, or vice versa.

For step-by-step help, go to Categories & Classes in Quicken Help and select
How do | edit classes and subclasses?
How do | delete classes and subclasses?

How do | move classes and subclasses?
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Recording your day-to-day expenses

Every Quicken account has a register where you can enter transactions for that
account. A transaction is any item that affects the balance in your account. Common
transactions in a bank account include:
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e checks (written by hand or printed with Quicken)

e ATM (automated teller machine) transactions

e deposits

e EFT (electronic funds transfer) deposits or withdrawals

e bank service charges and interest

When you set up a new account, Quicken opens the Register window for that account.
You can record all transactions for that account in the register—although you may
want to enter online payments and checks you plan to print with Quicken in the Write

Checks window (see “Writing checks with Quicken” on page 85) or the Enter Online
Payment window (see “Creating and sending online payments” on page 140).

All Quicken accounts have registers. Although the types of transactions vary from
register to register, the basic entry techniques are the same whether you are using the
register for a bank, cash, credit card, asset, or liability account.”

* Investment and single mutual fund accounts also have registers, but investment transactions require
additional information. See “Entering investment transactions in the register” on page 235.
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Click Number to sort the register by

check number; the Balance column is

blank, but Quicken still displays the
balances in the lower right corner.

Enter the amount of a check or other
payment in the Payment column;
enter the amount of a deposit in the
Deposit column.

The active, selected transaction has a
bold border around it.

Click Record to save the transaction
and update the account balance.

Click Restore to revert the transaction
to the way it was before you changed
it.

Quicken shows the name of the account A"C"in the Clr column indicates the cleared status of each
in the window title. transaction. See page 116.

\6\ Joint Checking: Register Balance Today is the

[ Date | Number| Payee/Catagory/Meme | Payment |Clr| Depesit |  Bal e balance of all transac-
1/22/03) 3218| Western Bell 50.00 C 3,729.57 tions through today. If
Telephona d _
_ {Tel you postdate transac
Ossia St. Proch 97.54 3,632.03 . :
SR - | tions, Quicken also
1/25/03| 941 Church 100.00| 3,532.03 displays an ending
. | Charity | balance that is the
1/27/03 Chiris Xfer to Jaint Chacking 700.00 4,232.03 | _
. | s Satoge1 . L] . . balance of all transac
1/28/03 3220 R. Rocha Water 15.00 4,217.03 tions in the register.
| Utilities:Water | U] |
1/29/03 3221 City Garbage 18.50 4,198.53 |
|  Utilities:Garbage | [l |
1/30/03| 3222 | Marilyn Peters _ 240.00 | 3,958.53 |
_ Child Care | il |
4/10/03 | PRINT | Meyer Insurance 271.56 3,686.97
Insurance:Auto
‘ I _ s Click here to add the
- i »:Ooen Solt Vi selected transaction to
octore ) B9 Balance Taday: $3,958.53 ;
Erecordd)  restore ) 1) ; e iCal (see page 88 for

— more information).

Entering a transaction in the register

1

Choose Lists > Registers > [account].

You can also open a register by choosing the account name from the Registers pop-
up menu when you are in the Banking, Investing, or Property & Loans areas.

If the selected transaction is not a blank transaction, choose Edit > New Transaction
(38-N).

Enter information about the new transaction in each field.
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Type a date, or use the pop-up In the Payee or Description field, enter a payee name or In the Payment or Deposit column, enter the

calendar to select a date. other description for the transaction. amount of the payment or deposit.
In the Number column, enter a \
number for a handwritten check 4/9/03 942 McKellar Organic Foods| 36.71 |

¥ | Groceries v

or use the pop-up menu to select i B Open Split
the type of transaction. Press + to
enter the next check number

quickly.

Enter a category to track income and (Optional) Enter other Quicken calculates a new
expenses. See “What do | put in the information about this balance for you when you record
Category field?” on page 61. transaction here. the transaction.

Press Tab to move the insertion point to the next field. If you prefer to press Return
instead of Tab to move from field to field, see “Customizing the register” on
page 77.

4 Click Record. Quicken saves each new transaction in your data file as you record it.

When you record a transaction, Quicken sorts it in the register and recalculates all
subsequent balances. You can sort transactions by date or by check number.

Entering a transaction in the Calendar

You can also schedule transactions —  You can enter new transactions in the Quicken Financial Calendar™ for today or for
including recurring transactions such any date in the past. You can also edit or delete transactions or move transactions from
as bill payments and your paycheck one day to another. You can enter, edit, move, or delete transactions in the Calendar

deposit — in the Calendar or the for any non-investment account.
register for dates in the future (see

“Scheduling bill payments” on

28 When you add a new transaction in the Calendar, Quicken automatically records it in
page 78.

the appropriate register as well.
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Use the arrow keys to move from day to
day, and the PgUp and PgDn keys to move
from month to month.

Today’s date is shaded blue.

If there are more transactions for a day
than will fit, the date is followed by an
ellipsis (...). Double-click the day to see all
its transactions in a separate Transactions
window.

The selected day is shaded gray.

Click Selected Accounts to select the
accounts you want to see. The Calendar
initially shows transactions from all
accounts except investment accounts.

1 Inthe Banking area, click the Calendar button in the toolbar, or choose Activities >

Calendar.

Click the arrow buttons to move forward or backward one month at a time.

806 _ Cliemdar__

April ) (5 April 2004 %} 2004 %)
-\
Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3
Opening Balance | | Cable Company
3. 10
Mike's Paycheck
Western Phone Shoe Shop
11 12 13 14 15 16 17
18 2 22

25 26 27 |28 29 30
—_—
— ~ i
Show 8 All Accounts (_ Selected Accounts... C Add Note. .. ( New Transaction :1

re— ¢ ||

| Mike's Paycheck |

A

Click
Add
Note to
add a
note for
the
selecte
d day.
Double
-click
the
note to
read or
editthe
note.

2 Select the day (past or present) on which you want to record the transaction.

3 Click New Transaction in the lower right corner of the Calendar window.

4 Enter information about the transaction in each field, just as you would in a

register.

For more information, see “Entering a transaction in the register” on page 56.
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Make sure the correct account is shown in
the Account field. When you record the
transaction, it is entered both in the
Calendar and in the register for the
selected account.

For information about the scheduling
section of the window, see “Scheduling a
future transaction in the Calendar” on
page 79.

‘806 Enter Transaction
———— Account: | Jaint Checking @
Date |Numh~er| Payae/Category/Memao | Payment |C1r| Deposit |
B/18/03 McKellar Organic Foods 35.71
2 Y [ Groceries L B Open Split |
Schedullng — Type

= Amount is Variable
Bill Notification

Deposit

Only once B

Stop after transactions

Remind me about

Other

=} Unlim

Final transaction:  Unlimited Days in Advance

M e Balance Today: $3,000.00
(Restore ) 21 Balance 7/1/03: $2,765.45 |

|

_

Click here to enter a check to
print or, if the selected
account is enabled for
electronic payment, click the
electronic payment button
(not shown).

This is the Balance Today (and
an ending balance, if there are
any postdated transactions in
the register) for the selected
account.

Click here to add the selected transaction to iCal (see page 88 for more information).

5 Click Record to record the transaction in the Calendar and in the register.

You can also enter a new past or present (recorded for today) transaction in the

Calendar by:

e Dragging a transaction from the QuickFill Transactions list (see “Entering data

with QuickFill” on page 74).

e Copying a transaction from any open Transactions window. Hold down the
Option key while you drag and drop the transaction to today or to a day in the past

(or to the Transactions window for that day).

You can also print the Calendar or add a reminder note to a day in the Calendar.

For step-by-step help, go to Paying bills in Quicken Help and select

How do | add calendar notes?
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Correcting mistakes

To make a change to a transaction, select it and edit any field by selecting the incorrect
information and typing over it. To undo a single mistake while entering or editing
information in a field, choose Edit > Undo (#-Z). To restore a transaction to the way it
was before you made any changes to it, click the Restore button. The only item in the
transaction you cannot edit is the balance in the Balance column.

Note: Changing a reconciled transaction—one with a bold R in the Clr column—can
cause problems when you reconcile your Quicken records with your bank statement.
Quicken warns if you are about to change a reconciled transaction.

You can edit any transaction in the Calendar, even if you originally entered it in the
register. If you enter a transaction in the wrong account, you can easily move it to the
correct account by editing it in the Calendar to change the account.

You can also move a transaction to another account using the contextual menu in the
register. Select the transaction you want to move, hold down the Control key and click
in the register; choose Move this Transaction from the contextual menu. Then enter
the “to” account name in the Move Transaction window.

For step-by-step help, go to Registers in Quicken Help and select

How do | edit a transaction?

How do | move a transaction?

You can delete a transaction by selecting it and choosing Edit > Delete Transaction
(8¢-D). Sometimes you may prefer to void a transaction instead of deleting it. By
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marking a printed or handwritten check as void, you can keep an accurate record of
each numbered check. To void a transaction, select it and choose Edit > Void Transac-
tion.

For step-by-step help, go to Registers in Quicken Help and select

How do | delete or void a transaction?

What do I put in the Category field?

You can enter any of these items in the Category field of a transaction:

e C(Categories and subcategories let you label your transactions so you can track
where your money comes from and where it goes. See “Assigning a category to a
transaction” next.

e C(Classes and subclasses let you define transactions even more specifically than with
categories alone. Some Quicken users benefit from using classes; others find that
categories are all they need to track their finances. See “Assigning a class to a trans-
action” on page 64.

e Transfers let you move money from one Quicken account to another. See “Trans-
ferring money between accounts” on page 66.

Tip: To assign more than one category, class, or transfer to a single transaction, you
can “split” the transaction. See page 69.
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Assigning a category to a transaction

See “About categories” on page 42 for ~ You should assign at least one category to each transaction because Quicken uses the
more information about creating and category information you assign to create reports, graphs, and budgets based on your
using categories. income and expenses. If you don’t assign a category to a transaction, Quicken uses the
label “Other” to refer to uncategorized amounts in reports and graphs. You can set a
preference telling Quicken to warn you if you forget to enter a category; see “Custom-
izing the register” on page 77.
You can assign a category to a transaction by:
e typing the category name in the Category field
e choosing a category from the pop-up menu in the Category field

e selecting a category in the Categories & Transfers list
Typing a category name in the register
1 Click in the Category field of the transaction you want to categorize.

2 Start typing the category name.

If the first few characters match the beginning of more than one category name,
QuickFill enters the first category that begins with the letters you typed. Keep
typing until QuickFill enters the correct category name.

4.-"'9.-"Hl:l_§ Food Drive 50.00 |
22| ¥ charity v b Open Split |

You can also choose a category from the pop-up menu in the Category field.
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3  When Quicken displays the category you want, either press Tab to accept that

category, or type a colon ( : ) to enter a subcategory.

The colon always appears at the end of the text that’s currently in the Category
field, no matter where the cursor is located when you type it.

4 (Optional) Start typing a subcategory name.
Continue typing until QuickFill fills in the correct subcategory.
Type the letter “u” to enter the | 4/3/D3] PRINT[R. Rocha Water 72.95 |
category name “Ultilities. gz ¥ utilities:water v b Open Split .

To enter a subcategory, type a colon as soon as you see the category you want. In this case, typing the
letter “w” after the colon displays the subcategory name “Water.”

If you enter a category (or subcategory) name that isn’t in the Categories & Transfers
list, Quicken asks if you want to set it up.

Choosing a category from the Categories & Transfers list

1

2

Click anywhere in the transaction you want to categorize.
Choose Lists > Categories & Transfers > List (-L).

Double-click a category name in the list to paste it in the Category field.

You can also select the category name you want and click Use or press Return. Or
you can drag the category name from the Categories & Transfers list and drop it in
the selected transaction in the register.
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Assigning a class to a transaction

Classes do not replace categories; rather, they add more information to transactions
that already have categories. See “About classes” on page 50 to determine whether
classes are appropriate for your situation.

You can assign a class to a transaction by:

e typing the class name in the Category field

e selecting a class in the Class list
Typing a class name in the register

1 Click in the Category field of the transaction you want to classify.
You can add a class name after a category name, or after an account name to
classify a transfer transaction.

2 Type a forward slash ( /).

The forward slash separates the class from the category (or account). It always
appears at the end of the text that’s currently in the Category field, no matter where
the cursor is located when you type it.

3 Begin typing the class name.

If the first few characters match the beginning of more than one class name, Quick-
Fill enters the first class that begins with the letters you typed. Keep typing until
QuickFill enters the correct class name.
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4/9/03 | 3278 | S0P Carpentry 167.32

==
2

22 ¥ Repairs/oak St A b Open Split |

As soon as you type a forward slash, Quicken recognizes that you are entering a class. In this example,
the category is Repairs and the class is Oak St.

4 When Quicken displays the class you want, either press Tab to accept that class or
type a colon ( : ) to enter a subclass.

The colon always appears at the end of the text that’s currently in the Category
field, no matter where the cursor is located when you type it.

5 (Optional) Start typing a subclass name.

Continue typing until Quicken fills in the correct subclass. You might, for example
want to add a subclass to the transaction in step 3 to specify which unit needed
repairs: Repairs/Oak St:Unit1.

If you enter a class (or subclass) name that isn’t in the Class list, Quicken asks if you
want to set it up.

Choosing a class from the Class list
1 Click anywhere in the transaction you want to classify.
2 Choose Lists > Classes (3-K).

3 Double-click a class name to paste it in the Category field.
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You can also select the class name you want and click Use or press Return. Or you
can drag the class name from the Class list and drop it in the selected transaction
in the register.

Transferring money between accounts

Transfers can record these and other common transactions:
e movement of funds from a checking account to a savings account
e cash advances from a credit card account to a checking account

e Joan payments from a checking account to a liability account that tracks the
balance of the loan

When you record a transfer transaction in a source account, Quicken automatically
creates a parallel transaction in the destination account. If the source transaction is a
payment or decrease, the destination transaction is a deposit or increase.

For example, if you transfer $500 from your savings account to your checking account
to cover household expenses, you would type a bracket ([ ), and then enter the name
of the checking account in the Category field of the transfer transaction in your
savings account. Quicken automatically records a corresponding deposit transaction
of $500.00 in the Deposit column of your checking account. You don’t include an
income or expense category in the Category field for a transfer transaction because
you have simply moved funds from one account to another.
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Transfer transaction in source
account. The square brackets show
that it is a transfer.

Transaction automatically recorded in
destination account as a result of the
transfer.

If you type “[jo”, QuickFill adds “int
Checking].”

806 Terry Savings: Register .
[ Number | Payee/Catagory/Meme | Payment |CIr| Depesit |  Balance
1/20/03 Terry Xfer to Joint Checking 650.00 -650.00

[Joint Checking]

8006 Joint Checking: Register
[ Number | Payee/Catagory/Meme | Payment |Clf| epesit |  Balance |~
1/20/03 Terry Xfer to Joint Checking R Qgso.00] 3.839.57

[Terry Savings]

If the register for the source account is already open, you can transfer money by

entering the transfer information directly in the Category field of the transfer transac-
tion.

1 In the register for the source account, enter the name of the destination account in
the Category field by typing [, and then typing the name of the account.
OR

Choose the destination account name from the pop-up menu in the Category field
(account names are at the bottom of the list).

4.-"9.-"_0_§ Terry Xfer to Joint Checking 75000 |
[joint Checking] v B Open Split

2 When Quicken displays the account you want, press Tab.

3 Click Record to record the transfer transaction.

Quicken records the transaction in this register and creates a parallel transaction in
the destination account register for the same amount.
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In some cases, you may want to transfer part of the total amount of a transaction. For
example, you may want to transfer some of your paycheck into a retirement account.
Or you might want to transfer the portion of your mortgage payment that goes toward
the loan principal into a liability account that tracks the loan balance and assign an
expense category to the interest portion of the payment. See “Entering transactions
with more than one category” on page 69 for information about transferring part of a
transaction.

You can include class information in a transfer transaction. If, for example, you pay
for an antique table from a checking account and you want to record the purchase in
an asset account called “Personal Assets” and assign the class “Antiques” to the trans-
action, you would enter “[Personal Assets]/ Antiques” in the Category field.

You can also enter a transfer transaction between accounts by choosing Activities >
Transfer Money.

For step-by-step help, go to Registers in Quicken Help and select

How do | transfer funds between accounts?

Changing a transaction that includes a transfer
When you change a transaction that includes a transfer to or from another account, the
transaction created by the transfer may also change.

e If you edit the date or amount of the transaction, the information changes in both
accounts. But if you edit anything else, the information changes only in the account
where you make the change.
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e If you delete the transaction, Quicken deletes it from both accounts.

e If you rename an account, Quicken updates every occurrence of the name in all
transactions.

If a transfer is part of a split transaction (see “Entering transactions with more than one
category” next), you can change the date or amount only in the original transaction in
the source account. You cannot change it in the destination account (the one that
received the transfer).

Entering transactions with more than one category

You can assign multiple categories, classes, or transfers to a single transaction by split-
ting the transaction. For example, you might want to create a split transaction if you
write a single check to purchase items such as clothing, office supplies, and home
furnishings from a department store.

When you create a split transaction, you enter category names and amounts to

identify each part of the split. You can enter this information when you first record a
transaction, or you can go back and add it later.

Entering a split transaction

1 Enter information about the transaction in the Date, Number, and Payee fields, and
enter the total amount of the transaction in either the Payment or Deposit column.

2 Click the Open Split button (g-E).
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4/9/03 952 | Schuler-Robinsen 12457 |
a2 v A b Open Split
Click the Open Split button to open the /‘_

split.

Quicken subtracts the amount you typed
in the Amount field of the first split line
($32.47) from the total amount you
entered for the transaction ($124.57) and
displays the remainder ($92.10) in the
next Amount field.

4/9/03 952 | Schuler-Robinson 124.57
= v I ¥ Clase Split
Category Memo Amount
v 124.57

( Close split ) ( Clear split ) ( Adjust Total )

Quicken copies any
information you have
already entered in the
Category, Payment, or
Deposit fields of the
transaction to the first
split line.

Type a category name in the first Category field in the split, or choose a category

from the pop-up menu and press Tab.

(Optional) Type a memo in the first Memo field and press Tab.

Type the amount you want to allocate to the first category in the first Amount field.

The amount for the entire transaction is already selected; just type the amount for

the first category right over that amount.

Press Tab to move to the next Category field.

4/9/03 952 | Schuler-Robinson 124.57
az v | ¥ Close Split
Category Meme Amount
Clathing Shoes for Chris 32.47
| v 92.10

{ Close Split ) ( Clear Split ) (" Adjust Total )
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You can add as many lines as you want to
a split transaction.

If you decide not to split this transaction,
click Clear Split to delete all the informa-
tion in the split lines.

See “Scheduling bill payments” on
page 78 for information about
entering your paycheck automatically
every month.

7 Continue to add categories, memos, and amounts until you have added one split

line for each part of the transaction.

4/9/03 952 | Schuler-Robinson 124.57
) A | W Clase Split
Category Memo Amount
Clathing Shoes for Chris 32.47
Household Mini-vac 59.48
Gifts Book for Mom 21.60
Entertainment ¥ | Video 11.02

8 Click Record to record the transaction.

( Close Split } ( Clear Split) ( Adjust Total ) Sy

If you have an uncatego-
rized remainder on the
last line of a splitand you
want to recalculate the
transaction total, click
Adjust Total. Quicken
deletes the remainder
and recalculates the total
transaction amount
based on the sum of the
split amounts entered.

If you see the message “This split transaction contains one or more uncategorized
items. Save changes?” you have not entered a category for at least one of the
amounts in the transaction. Click Cancel to go back to the transaction and enter the
missing category; click Discard to delete the entire transaction; or click Save to

leave part of the transaction uncategorized.

Sample split transaction: entering your paycheck

You can split your paycheck deposit into categories for salary, federal income tax,
state income tax, and so on. Once you set up the deposit correctly, Quicken can
memorize the transaction so you can use it over and over again without having to

enter it all again.

1 Start a new transaction in your bank account register (3-N).
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Fill in the Date, Number (optional), and Payee fields, and then enter the net
amount you are depositing in the Deposit column. The net amount is your salary

minus taxes and deductions.

2 Click the Open Split button to open the split.

3 In the first line of the split, enter the category you use to track your salary in the
Category field and the gross amount of your paycheck in the Amount field.

Enter your net pay as the total amount for the
transaction. Your net pay is the amount left to
deposit after all the deductions.

Enter the category you use to track gross salary.
In this example, Terry has $196.78 in pretax
deductions taken out of a total gross pay of
$1,290.37, so the gross amount is divided
between two Salary subcategories: Taxable and
Pre-Tax. If you don’t want that level of detail,
use the Salary category for the full amount.

—]

If pretax amounts are deducted from your gross salary (such as amounts for a
retirement plan or flexible spending for health care), you may want to split your
salary category into subcategories to track the pretax amount and the taxable

amount separately. That’s what was done in this example.

4/9/03 Terry's Paycheck 820.60

wclase Split

Category Memo Amount

\| Salary:Taxable / 1,093.59
Salary:Pre-Tax 196.78

v -469.77

//
( Close Split ) ( Clear Split) (Mjust Total )

Enter your gross pay (the
amount before any
deductions) in the
Amount field of the first
split line. To track both
pretax and taxable salary
(asin this example), enter
one amount in the first
split line and the other
amount in the second

split line. Since the gross salary is larger than the net deposit,
the remainder is a negative number.

4 Enter every deduction from your paycheck as a negative amount.

You may have deductions for items such as federal taxes, state taxes, medical
insurance, disability insurance, and so on. You can use Quicken’s standard catego-
ries for some of these items, and you can create additional expense categories for

other deductions as needed.
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You can create categories for “Self” and
“Spouse” for salary and taxes to distin-

guish between people in a two-income
household.

See “Transferring money between

accounts” on page 66 for information

about entering a transfer transaction.

To enter a transfer of money from this
account (the account where you are
depositing the paycheck) to another
account (like a Quicken account that
tracks your 401(k), enter the account
name in square brackets and enter the
amount as a negative amount.

4/9/03 Terry's Paycheck

820.60

22

Category
Salary: Taxable

820

W Close Split

Memo

Amount
1,093.59

Salary:Pre-Tax

196.78

Tax Self:Fed

-149.08

Tax Self:Soc Sec

-97.48

Tax Self:5State

-36.56

v

-186.65

{ Close split ) ( Clear Split ) (" Adjust Total )

Deductions are
entered as negative
amounts because they
are subtracted from
your gross salary.

You can also assign transfers to amounts in split transactions. You may, for
example, want to enter a 401(k) contribution. This money is not an expense (since
it’s still your money); it is just being transferred to another Quicken account. In this
example, Terry has entered transfers to both a flexible spending account for
medical expenses ( [Medical FSA] ) and a retirement account ( [Terry’s 401k] ).
These transfers are negative amounts because they are deductions from Terry’s
paycheck; they show up as deposits in the destination accounts.

4/9/03 Terry's Paycheck 820.60
E| v B ¥ Close Split
Category Memo Amount

Salary: Taxable 1,093.59
Salary:Pre-Tax 196.78
Tax Self:Fed -149.08
Tax Self:Soc Sec -97.48
Tax Self:State -36.56
[Medical FSA] -6.00
[Terry's 401k] v -180.65

{ close split ) { cClear Split ) (" Adjust Total )

5 Click Record to record the transaction.
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To stop Quicken from automatically
memorizing transactions, choose
Quicken > Preferences, click Custom-
ization, then Registers, and clear the
“Add new transactions to the Quick-
Fill list” checkbox.

To stop QuickFill from filling in trans-
actions, clear the “Use QuickFill to fill
in transactions” checkbox.

Quicken marks each locked transac-
tion in the list with a padlock icon.

Speeding up data entry

Quicken makes it easy to enter transactions quickly:
* QuickFill™ automatically finishes filling in transaction fields for you.
e QuickMath™ lets you make simple calculations right in your register.

® Online account access lets you download information directly from your financial
institution. See Chapter 9, Banking online, on page 126.

Entering data with QuickFill

QuickFill automatically memorizes transactions as you enter them and stores them in
the QuickFill Transactions list so you can use them again and again without having to
type them each time. To look at the list, choose Lists > QuickFill Transactions (%-T).

For example, you may write a check to Blaisdell Grocery every week. The first time
you record that check in a Quicken register, Quicken memorizes everything except the
date and check number and adds “Blaisdell Grocery” to the QuickFill Transactions
list. The next time you begin typing “Blaisdell Grocery” in a Payee field, Quicken finds
the transaction in the QuickFill Transactions list and enters it in the register for you.
You can change any information Quicken enters—such as the amount—and then
record the new transaction. If you change anything, Quicken updates the “Blaisdell
Grocery” transaction in QuickFill Transactions list.

You can lock an individual QuickFill transaction to keep it from changing. When you
recall a locked transaction, you can make changes to it before you enter it in the
register; however, the QuickFill Transactions list retains the original locked transac-
tion unless you edit it manually. For example, if you usually withdraw $40 when you
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The tape shows your calculations as
you type them.

go to the ATM, you can memorize that transaction in the list so that QuickFill always
enters $40 for you—even if you changed the amount of your last ATM withdrawal.

Even if you choose to work with QuickFill turned off, you can still recall a transaction
by dragging it from the QuickFill Transactions list and dropping it in the register or
the Write Checks window. If you decide you want to change or delete a QuickFill
transaction, you can select it in the QuickFill Transactions list and click Edit or Delete.

For step-by-step help, go to Registers in Quicken Help and select
How do | recall a memorized transaction?

How do | memorize a transaction?

How do | edit a memorized transaction?

How do | delete a memorized transaction?

Calculating transaction amounts with QuickMath

Sometimes you may want to make simple calculations to determine the correct dollar
amount to enter in a transaction. For example, you may want to total the amount due
on several bills before you transfer money from your savings account to your checking
account to pay them. QuickMath can do these calculations for you right in the amount
field. Just press any operator key (+, -, *, /, or =) to pop up a “paper tape” where you
can see numbers as you enter them, just as if you were using an adding machine.

1/30/03| 3222 |Marilyn Peters 57156 3.958.53
Child Care . 6.00
‘ 410403 | PRINT | Meyer Insurance = 265.56 3,688.9?|

a2 ¥ | Insurance:Auto v | F— T
4/9/03 _
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You can also assign special QuickMath keys to add, subtract, multiply, or divide
dollar amounts with a single keystroke. For example, the percent key ( % ) is preas-
signed to multiply amounts by 0.01 so you can easily calculate percentages.

For step-by-step help, go to Registers in Quicken Help and select

How do | calculate transaction amounts?

How do | assign QuickMath keys?

Finding a specific transaction

The Find command locates specific transactions in the register or the Write Checks
window. For example, you might want to find a specific check number or a specific
payee. Choose Edit > Find to open the Find and Replace window.

You can use the Replace command to make changes to text in your transactions. For
example, if you misspelled a payee name, you could search for all occurrences of the
misspelled name and replace them with the correct name. Choose Edit > Replace to
open the Find and Replace window.

You can restrict find and replace actions to a single account, or choose to find or
replace transactions in all your accounts.

For step-by-step help, go to Registers in Quicken Help and select

How do I find a transaction in a register?

Chapter 6, Keeping your accounts up to date 76



Customizing the register

You can change settings that affect Quicken’s registers by choosing Quicken > Prefer-
ences, clicking Customize, then Registers, and selecting or clearing the checkboxes.
For example, you can enter amounts without decimal points, use the Return key
instead of the Tab key to move between fields, or ask Quicken to warn you when you
enter a duplicate check number. Any changes you make to the preferences are in effect
for all your registers and other data-entry areas in Quicken.

For step-by-step help, go to Registers in Quicken Help and select

How do | customize the register?

Printing the register

You can specify a time period of a day, a week, a month, a year, or longer, and then
print a record of your transactions for that period of time.

For step-by-step help, go to Registers in Quicken Help and select

How do | print the register?
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Paying your bills

Scheduling bill PAYMENTS. ..ot 78
Writing checks with QUICKEN ........c.ccccuiiiiiiiciiiccc e 85
Adding Quicken transactions t0 iCal..........ccooviiiiiiiiiiiii, 88
Printing Intuit Checks .........coiiiiiiiiiiiccc i 90

Scheduling bill payments

Scheduling your bill payments can save you time and help you remember to pay your
bills when they’re due. Many bills, such as rent and insurance payments, occur at
regular intervals and are always for the same amount. Other bills occur less regularly,
or the amount varies from month to month. Even regular bills don’t come all at once—
they trickle in. You can schedule all your bills in the Calendar, even if the amount
varies. You can also schedule income and transfer transactions, such as paycheck
deposits or monthly transfers from checking to savings.

After you schedule a transaction, Quicken either reminds you about it or records it in
your register automatically when it is due. Then you can make the payment electron-

ically, print a check with Quicken, or write a check by hand.

When you schedule financial transactions—including bill payments—in the
Calendar, you get a visual month-by-month overview of your financial past, present,
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and future.You can see at a glance where your income is expected to come from in the
future and how you expect to spend it. You can also use the Calendar instead of the
register to enter transactions, which is useful if you're working with more than one
account at a time. See “Entering a transaction in the Calendar” on page 57.

Scheduling a future transaction in the Calendar

1 In the Banking area, click the Calendar button in the toolbar.

For more information about the Calendar, see page 58.
2 Select the day in the Calendar on which you want to schedule a transaction.
3 Click the New Transaction button in the lower right corner of the window (%-N).

4 Enter information about the transaction.
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Choose the name of the Quicken account
from which you will make this payment

Choose how frequently you make the
payment.

“Stop after...pmts” is selected for Duration
and 7 is entered for the number of
payments, because there are 7 payments
left on this loan.

o
e e =) Enter Transaction
" Account: | Checking B -
Date Numk: Payee/Category/Mema | Paymant |Clr Deposit |
4/9/03 | PRINT | Crossley Credit Union | 138.65 ] Il
2| v I |¥Close Spiit | |

Int Exp

Interest

[Car Loan]

To help with bill management, let Quicken _—"

Close Split Clear Split Adjust Total
r— Schedeing Type [} Amount is Variable
[ Manthly 4 ® g Notification

. OD!POS“ ! Remind me about B
G Stop after 7 tra ons O Other
O Unlimited
Final t; tion:  10/9/03 g | Days in Advance
£ N Balance Today:
ﬁ | Restore ,m

know if this is a bill, a deposit, or another
transaction.

$831.35

Use these buttons to switch
between the Register view and
the Write Checks view.

If you want Quicken to remind
you about a scheduled transac-
tion so you can write a check to
make the payment, choose
“Remind me about” and enter
the number of days in advance
you want your reminder.
Choose “Automatically enter” if
you don’t need to confirm the
transaction, and Quicken will
automatically enter it in the
register when it is due.

Click here to add the selected transaction to iCal (see page 88 for more information).

You can also schedule income transactions, such as a paycheck deposit (see
page 71 for instructions for entering a paycheck).
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Choose the name of the Quicken account
where the deposit will be recorded.

Enter the date of your next paycheck.

Choose how frequently you get a
paycheck.

Choose how many times you want your
paycheck transaction recorded.

To schedule transactions from the
Insights window, click “Schedule a
future transaction” in either the Sched-
uled Transactions area or the Bill
Status area.

i 806, Enter Transaction
\ { 2
— Account: Terry Savings B
Date |NLn'r|h~er| Payee/Category/Mema | Payment |C1r|
i 4/9/03 Terry's Paycheck
g2 - | B Open Split
Cehadull — Type Cla =
_ || Every two weeks B gs"l Notification
— — Deposit f
() Stop after | 26 | transactions e P L EB
%) Unlimit St
i ansaction:  Unlmited 0 | Days in Advance

] _

Scheduling a future transaction from the register

Balance Today:

If your paycheck varies by a
few cents from one time to the
next, you might want to tell
Quicken that you want to see
and confirm the transaction
each time before it is recorded
in the register.

Click Record to add the transaction to the Calendar for every day on which it is
scheduled to happen.

To enter a scheduled transaction from the register, select an existing transaction, hold
down the Control Key and click within the transaction. Choose Schedule this Trans-
action from the Shortcuts contextual menu. Then fill in the Schedule Future Transac-
tion window as shown in step 4 above.

Scheduling a future transaction from the Bills window

You can enter a scheduled transaction from the Upcoming Bills and Scheduled Trans-
actions window. In the Banking area, click the Bills button in the toolbar to open the
Upcoming Bills and Scheduled Transactions window. Click the Scheduled Transac-
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tions tab and click New. Then fill in the Schedule Future Transaction window as
shown in step 4 above.

Missed Bill Reminder scans for recurring transactions

Quicken’s Missed Bill Reminder feature scans for recurring bills that you might want
to set up as scheduled transactions. When you enter a transaction, Missed Bill
Reminder checks to see if your register contains regularly occurring transactions to
the same payee. If there is a match, Quicken asks if you wish to create a scheduled
transaction based on your entry.

What happens after I schedule a transaction?

Each time you start Quicken, it checks for scheduled transactions that are due or past
due, since the last time you used Quicken. If it finds a scheduled transaction thatis due
or past due, one of two things will happen:

e If you selected Remind Me About when you set up the scheduled transaction:
Quicken displays the Upcoming Bills and Scheduled Transactions window.

You can select and edit the transaction, if necessary, and click Record to record it in
the register and change it from scheduled to recorded (or postdated) in the
Calendar.

e If you selected Automatically Enter when you set up the scheduled transaction:
Quicken records the transaction in the register and changes it from scheduled to
recorded (or postdated) in the Calendar—without asking you for confirmation.
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After your transaction has been recorded in the register, you can make the payment
in any of the following ways:

e Send an instruction to make the payment electronically. See “Making online
payments” on page 138.

e Enter and print a check with Quicken. See “Writing checks with Quicken” on
page 85 and “Adding Quicken transactions to iCal” on page 88.

e Write a check by hand.

To pay a scheduled transaction early, double-click the day on which it appears, select
it in the Transactions window, and click Pay Now.

Editing and deleting scheduled transactions

You can edit, delete, and move transactions in the Calendar. Double-click a day in the
Calendar to open the Transactions window for that day. Then:

e To delete a transaction, select it and click Delete (38-D).

e To edit a transaction, select it and click Edit (3-E).

e Tomove a transaction, either edit it to change its date, or drag it from the Transac-

tion window to another day in the Calendar.

When you edit or delete a past, present, or postdated transaction in the Calendar, your
changes are also recorded in the register.
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Select a bill you want to pay in the
Upcoming Bills area.

Scan For Bills searches for recurring
transactions you may want to add to
the Scheduled Transactions list.

Click Edit to change transaction infor-
mation such as the amount or
category.

Quicken reminds you to pay your bills

Missed Bill Reminder notifies you of scheduled transactions that are due or overdue
when you start Quicken. If you have bills due or overdue the Upcoming Bills and

Scheduled Transactions window opens.

T~

T

806 Upcoming Bills and Scheduled Transactions
Wﬂ”" Scheduled Transactions ]
m Mext Due Date I Account
= Owerdue Bills
Bank of the West 3/9/03 My Checking
Due Bills
= Upcoming Bills
Dan Lords 4/13/03 My Checking
Denrucku Electric 4/22/03 My Checking
Dy
=7 Other Scheduled Transactions
Safeway 5/1/03 My Checking
’/{__Sﬁm_ﬂu_&urr%——{— Edit ) ( Don't Pay ) ( Pay Now ) —/
&

You can choose to skip a scheduled
transaction, just click Don’t Pay.

Clicking Pay now adds the transaction
to your register on the date listed in
the Next Due Date column. If you set
up the transaction as a variable
amount, the transaction window
opens for you to enter the correct
figure.

For step-by-step help, go to Paying Bills in Quicken Help and select

How do | have Quicken notify me when a bill is due?
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Writing checks with Quicken

By using Quicken to print checks, you save time and minimize errors because you
avoid the duplicate work of hand-writing checks and then recording them in Quicken.

Intuit checks

Intuit checks are printed to the exacting standards of the American Banking Associa-
tion and are pre-approved by all banks, savings and loan institutions, credit unions,
and brokers in the United States and Canada. When you order personalized checks,
Intuit prints your name, address, account number, bank name, check numbers, and all
the information required by financial institutions on your checks.

All Intuit checks are triple guaranteed. We guarantee that:

* Your checks will be accepted by your bank.

* Your checks will work with your inkjet or laser Macintosh-compatible printer.

* Your check order will be printed exactly as you submitted it.

If we fail to meet these three conditions, please call right away. We will quickly replace
your order or refund your money, whichever you prefer.

Ordering checks

To order checks, choose Online > To The Web > Checks and Supplies. You can also
call the phone number on page 399.
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You can also add a logo or other art to
your checks when you send them
through your printer. See “Adding art
to checks” on page 103.

How do I write checks away from home?

For checks you write away from home, use the paper checks you already have or fill
in an Intuit check by hand. The next time you use Quicken, enter the transactions in
your check register.

When you order your Intuit checks, indicate a starting number considerably higher
than your existing paper check numbers. For example, if your personal check
numbers are in the 1000 range, begin your Intuit checks at 3001. That way, you avoid
confusion or possible duplication of numbers.

Quicken can easily manage two sets of check numbers in one account. The bank has
no concerns about which numbers you use on your checks. Check numbers are for
your own records.

How can I get a logo printed on my checks?

Intuit has a large selection of standard logos that can be printed free on Intuit checks.
If you want a custom logo, enclose black-and-white, camera-ready artwork with your

order. There is a one-time setup fee for custom logos. If touch up, typesetting, or
rearrangement is required, additional charges may be incurred.

Filling out a check

1 In the Banking area, open the account from which you want to write checks.

2 Click the Checks button in the toolbar (s-]).
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To mail the check in an Intuit window
envelope, enter the payee name and
mailing address. You can use up to five
lines; press Return to start a new line. Press
the quote key (") to copy the payee name
to the first line.

This memo prints on the check and
appears in the Memo field in the register.
If you don’t want your memo to be visible
when you mail the check in a window
envelope, change Quicken’s Register
preferences to add a Note field where you
can enter it instead.

Enter category, class, or transfer informa- __——

tion here. You can split a check just as you
split a transaction in the register (see
page 69).

3 Enter information in the appropriate fields on the check.

Enter the payee name. This name appears in the
Payee field in the register.

-

When you enter the dollar amount in the $
field, Quicken automatically spells out the
amount on the next line.

80 My Checking: Write Checks %
Date 4;8/03 02 .
Pay to the _ Balance Today is the balance
order of Baca Gas.& Electric 3 83.21 Of the transactions in the
LA L e F A pEASE account through today; the
B Doca Cos 3 Elacirc ending balance is the balance
Park Center, CA 94000-3014 for all transactions, including
\ postdated transactions.
N Mema » Open Spiit
Category | Utilities:Gas & Electrid | B
Restore | B Balance Today: $4.644.27 /
- = Balance 4/15/03: $4,489.27

Click here to add the selected transaction to iCal (see page 88 for more information).

4 Enter a category in the Category field.

Enter categories, splits, or transfers just as you would in a register. If you use Intuit
voucher checks, Quicken can print up to nine lines of split information on the
perforated voucher attachment.

5 Click Record to save it in both the Write Checks window and the register.

You can review your checks before printing by scrolling through the Write Checks
window or by reviewing them in the register.
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Quicken inserts the correct check number in the register when it prints the check. Until
the checks print, Quicken displays PRINT in the Number column of each printable
transaction in the register.

Adding Quicken transactions to iCal
iCal is a calendar application that comes pre-installed on Mac systems running Mac

OS X version 10.2.2 or later. You can add Quicken transactions to your iCal calendar
(version 1.0.2 and later) to help remind you of important bill due dates.

Adding a Quicken transaction to iCal
1 In Quicken, open any bank, cash, or credit card account register.

2 Select the transaction you want to add to iCal.

You can choose a transaction that has already occurred, or a future transaction.

-
0006 Joint Checking: Register
'ﬁhlmberl Payea/Category/Memo | Payment | Clr | Deposit | Balance
5/1/03 Chris Xfer te Joint Checking R 750.00 750.00
[Joint Chacking]
5/2/03 3276 Tami Briggs 249.50 500,50
| | Gifts Given Wedding | | |
Select the transaction you want to add to | 5/4/03|  ATM|Ossle St. Praduce 50.00 450.50
iC al Groceries
o — 5/15/03 951 | Meyer Insurance 350.02 100.48|
2z ¥ | Insurance:Auto v P Open Split
5/12/03
...and then click the iCal icon. ~ — |
m i, Balance Today: $450.50
e e Sl Balance 5/15/03: $100.48 |
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Quicken adds the transaction as an all-day
event in iCal.

Quicken creates a new calendar for each
data file, and is named the same as the
data file.

To hide all Quicken transactions in iCal,

uncheck its calendar in the Calendars list.

3

Click the iCal icon.

If iCal is already running, Quicken adds the transaction. If iCal isn’t already
running, Quicken opens iCal, adds the transaction, and then closes iCal.

Displaying the transaction in iCal

In iCal, click the date of the transaction in the left column.

Your Quicken transaction is displayed as an all-day event. To see the details of the
transaction, highlight the event and click the i button.

iCal

Meyer Insurance

Meyer Insurance

B US Holidays i |
. Quicken Data | oo

|| 2:00 |

3:00 |
| 400 |
- = 5:00 |
Y +* - i |
| 6:00
June 2004 !
SMTWTF S || 700!
12 3 4 5§
|| 800 |

6 7 8 9101112
1314 1587 1819 || gpg
20FTH22 23 24 25 26 |
27 28 29 30 | 1000

| 11:00 |

'_Tm Week | Manth | )][’Search T

e Payment of $350.02
e Joint Checking

location

all-day &

from 06/21/04
W 06/21/04

attendees None
status [one 2

MNone %

repeat

alarm MNone 3

calendar [ Quicken Data 3

url Mone

To see the details of the transaction, select the transaction and then click the ’i’ button.

Chapter 7, Paying your bills 89



Hiding Quicken transactions in iCal

¢ Uncheck the Quicken calendar in the iCal Calendars list.

Other areas of Quicken from where you can add a transaction to iCal

You can also add a Quicken transaction to iCal from:
e the Quicken Write Checks window (see page 86)
e the Quicken Add and Edit Scheduled Transaction windows (see page 78)

If the scheduled transaction repeats at regular intervals (for example, monthly), it
will be added to iCal as a repeating event.

Printing Intuit checks

You can print checks with Quicken on page-oriented printers (including laser and
inkjet printers).

Setting up your printer

1 Select your printer.

Open Print Center (located in the Utilities folder in the Applications folder on your
hard disk), choose Printers > Add Printer, choose a connection type, select the
printer you plan to use and click Add.
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These are the default preferences.

Print Checks settings are specific to a
single Quicken bank account. Choose the
account you want to set up from this pop-
up menu.

Choose one of these icons to print a partial
page of checks.

Click here to print category information
from split transactions on the perforated
attachment to voucher checks.

Click here to change the date on the checks
to the date when you print the checks.

2

3

Choose Quicken > Preferences.

Click Checks, then Print.

4 Make your changes to the Print Checks settings in the Preferences window.

Choose a font name and size for the text that prints on your checks. The Sample box shows an
example of the currently selected font and size.

Preferences /

80 - Choose your check style from this pop-
7 up menu. For information about Intuit
‘Cust ti H ”
|7 Cutomiation Print Checks £ | . — checks, see “Intuit checks” on page 85.
mﬁ"'\‘“;ﬂcm«.lm.: My Checking
Registers
Reports Check style: ' Standal
Graphs . .
QuickMath Font: [ Times / T8 size: (12 |3 Fimw |
Country . —
— | |8 Sl T T R TR A You can add a company logo or other art
— o hased Bils HE EI I] I] to your checks. See “Adding art to
Quotes y il ‘ ﬁ" i ‘ ﬁ" L checks” on page 103.
Proxy Server
‘W“‘“"\ _—
Print
Order B g?rlm. categories on \muchefiej://
 Security 1 . "
Passwords = Use todEy s date when p)rl/nt&n chs )
File Backup | CheclkArt Positioning . .. . . ..
/ Click Positioning to adjust the position of
] text on your check. See “Positioning
€0 . checks” next.

5 Click OK to save these settings for the selected bank account.
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Positioning checks

To print less than a full page of three If you have a page-oriented printer, the following table describes how to position a full
standard or wallet checks, see page of checks in your printer. For all listed printers, full pages of checks should be
“Printing a partial first page of checks  inserted with the top of the page of checks pointing toward the printer. If your printer
with %de—oriented printers” on isn’t listed here, you can assume that you should insert checks in the paper tray or
page 96.

envelope feeder the same way you would insert standard letterhead paper.

Printer type Check position

Apple Color LaserWriter 12/600 Load checks face up
Apple LaserWriter 16/600, LaserWriter 12/640, or Load checks face down”
LaserWriter Select 360

Apple Personal LaserWriter 320 Load checks face up
Apple Personal LaserWriter 4/600 Load checks face down*
Apple StyleWriter, StyleWriter I, or StyleWriter 1200, Load checks face up
Color StyleWriter 1500, 2400, or 2500

Epson 740i Load checks face up*
HP DeskWriter series 5 or series 6 Load checks face down*
HP Laserjet Il or IlI Load checks face up

HP Laser)et IV or V Load checks face down*

*

When you load checks face down, reverse the order of the sheets so the first sheet of checks is on
top. This ensures that the printed check numbers match the numbers in the register.
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Printing checks from your account

1 If you haven't already put the checks in your printer, do it now.
2 Make sure your printer is turned on and online.

3 Open the bank account from which you want to print checks.

4 Choose File > Print Checks (Shift-3-P).*

5 Check the settings in the Print Checks window.

This number should be the same as the Print.Checks Click here to print a full page of
number on the first check in the printer. checks. To print a partial page of one
You have 2 checks to print. or two checks, see “Printing a partial
Starting check number: 100 Shecis on Ast rege: = f[rSt page Of CheCkS Wlth page_
R ESIENE=IE oriented printers” on page 96.
@ Checks dated through: | 4/15/03 | T ﬁ‘ | ﬁ| = —
() Selected Checks... ' riv= Toro
{ cancel ) € Print )

6 If you chose Selected Checks, mark each check you want to print and then click
OK.

*If you see a message that you don’t have any checks to print, you need to enter your checks in the
Write Checks window (see page 86). If you have already entered the checks in the register, enter
PRINT in the Number column to show Quicken which checks you want to print.
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Click each check you want to print.
Quicken puts a checkmark in the Print
column for each check you select. If you
accidentally mark a check you don’t want
to print, click it again to remove the
checkmark.

Select Checks to Print

Print Date Payee Amount
W 1730703 Marilyn Peters 240.00
A 4/10/03  Meyer Insurance 271.58
oA )
[ Mone )
Selected Checks: 3$511.56 Balance Today: $3.686.97
( cancel ) € ok )

7 Click Print to open the printer dialog for your printer.

8 Click Print to start printing your checks.

Stopping a print job
If you notice a problem while your checks are printing, stop the printing process by

pressing the Command key (%) and period key together. If your printer continues to
print, turn its power switch off.

Examining printed checks

After the checks have finished printing, Quicken asks if they all printed correctly.
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| Quicken attempted to print checks numbered |
| from 100to 101. |

| Did all the checks print correctly?

e If any of the checks did not print correctly, click No.
e If all the checks printed correctly, click Yes.
Until you click Yes, unprinted checks in the register still have PRINT in the

Number column. After you click Yes, Quicken enters the check numbers.

Sometimes Quicken displays this message before the printer finishes printing your
checks. Wait a few moments so you can examine the checks before you click Yes or No.

1 Examine the printed checks.

2 If the checks printed correctly, click Yes.

Quicken puts check numbers in the Number column of the printed checks in the
register. You are finished printing.

3 If any of the checks did not print correctly, click No.

e Quicken asks you to type the number of the first unprinted or incorrectly
printed check. Type the number of the first check that printed incorrectly (or
did not print) and click OK.
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e Examine your printer to see if the checks jammed or the printer ran out of
checks.

e If the text on the checks is not aligned correctly, try adjusting the check printing
settings. See “Adjusting check alignment for page-oriented printers” on
page 98.

4 Start printing again after you've fixed the problem.

Go back and follow steps 4 through 8 in “Printing checks from your account” on
page 93 to print the remaining checks.

Printing a partial first page of checks with page-oriented printers

If you use standard or wallet checks in your page-oriented printer, you'll sometimes
find that a partial page of one or two blank checks remains after you've finished
printing. You can start printing on that partial page the next time you begin to print
checks.

Before you start, turn on your printer, but don’t load your checks yet.

1 Choose Quicken > Preferences.

2 Click Checks, then Print.

3 Make sure the account from which you are printing checks is selected in the

Account pop-up menu; then select one of the alignment icons to show Quicken
how you insert envelopes into your printer.
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Before you choose your page orientation and insert your partial page of checks in
the printer you need to know:

¢ the type of envelope feeder your printer has
e if you should insert the check face up or face down

e if you should insert the left edge or the top of the check into the printer first

Feed partial pages of checks into your Note: If your checks print upside down or on the wrong side, reverse the way you load the checks into
printer the same way you feed envelopes. the envelope feeder.

See your printer manual for more informa-

tion.

| [~Allgnment when printing ane or twa checks Centered in the envelope feeder or paper tray, with the top

l o 7 _fl N f I edge of the check feeding into the printer.
LMl | 4 It ’i' |
el \

Positioned against the left side of Centered in the Positioned against the right side of
the envelope feeder. envelope feeder. the envelope feeder.

The direction of the arrows is toward the
printer.

4 C(Click OK to close the Preferences window.
5 Choose File > Print Checks (Shift-3-P).

6 Be sure the number in the Starting Check Number field is the same as the number
of the first check on your partial page of checks.

7 Select the one or two checks you want to print on this partial page.

8 Select a Checks on First Page icon.
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10

Checks on first page: Choose the icon for the number of checks you’re printing.

Note: Depending on the printer you use, the orientation of the check
icons on the buttons may be horizontal instead of vertical.

Load the one or two checks into your envelope feeder or cassette as pictured in the
partial-sheet icon you selected.

If your printer requires that you load letterhead face down, load your checks that
way. Look in your printer manual if you aren’t sure.

Click Print to start printing the checks.

Note: If your printer won't print checks properly from the envelope feeder (or
doesn’t have an envelope feeder), try positioning the checks in the paper tray with
the top of the check touching the rollers. You might need to order forms leaders;
see page 399 for contact information.

After the partial page of checks is printed, you can continue printing on a full page of
checks by following steps 4 through 8 in “Printing checks from your account” on
page 93.

Adjusting check alignment for page-oriented printers

In most cases, you won't need to do anything special to print checks with the text
aligned correctly. If you have a non-Apple, page-oriented printer, however, you may
need to use the information in this section to adjust the alignment of text on your
checks—but only if you have followed the instructions for printing checks in this
chapter and the text is still not aligned correctly on the printed checks.
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You can make fine-tuning adjustments to the location of text on your check if certain
fields don’t print in quite the right place. Once you get your checks to print correctly,
Quicken saves your alignment settings, so you won't have to change them again to
print checks with the same alignment in the future.

Note: You can adjust the positioning of text in individual fields on Intuit checks, but
you cannot rearrange the order of the fields to match those on non-Intuit checks.

1

Review your printed checks to decide which field and line positions need
adjusting.

Choose Quicken > Preferences.
Click Checks, then Print.

Make sure the account from which you are printing checks is selected in the
Account pop-up menu, and then click Positioning.

In the Adjust Positioning window, enter new settings for the items you want to

change and click OK. You can use positive or negative numbers. See the tables that
follow step 6 for solutions to specific positioning problems.
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Quicken determines the number of Lines
Per Check based on the type of Intuit
check you selected.

Adjust the top-to-bottom position of all the —
text on a check, or change the Memo
Position setting to adjust the top-to-bottom
position of the text in the Memo field only.
Enter a smaller number to move the text
up and a larger number to move it down.

Adjust Positioning

|

—Vartlcal

Lines per check:

E
Fine tuning: =
{in 100th of aninch)
Memo position:

{in 100th of an inch) | 0

—Partial Page

{im 100th of an inch)
Single check: o
Twao chacks: o

(In characters}
Date:

Payee:
Amount:

Text Amount:
Address:
Mema:z

Amount width:

w

85

14

B4

12

10

13

82

{ Defaults ) (" cancel ) M\

Vertical settings are in hundredths of an inch.
Horizontal settings are in number of charac-
ters per field.

Adjust the side-to-side position of text in
individual fields and text that seems too short
or too long for a particular field.

Adjust the top-to-bottom position of text on a
check printed as a partial page.

6 Print a test check on blank paper, and then place the paper on top of a check page
and hold them both up to the light to see if the text printed correctly.

Vertical positioning problem

The text on the first check prints
correctly, but the text on the next check
prints too high.

The text on the first check prints
correctly, but the text on the next check
prints too low.

The text on the first check starts
printing too high.

Solution

Increase the number of lines in the vertical Lines Per Check setting.

Decrease the number of lines in the vertical Lines Per Check setting.

Increase the number in the Fine Tuning setting to move the text on the check down.
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Vertical positioning problem

The text on the first check starts
printing too low.

The memo text on a check prints too
high.

The memo text on a check prints too
low.

Solution

Decrease the number in the Fine Tuning setting to move the text on the check up.

Increase the number in the Memo Position setting to increase the distance between
the Memo field and the top of the check.

Decrease the number in the Memo Position setting to decrease the distance
between the Memo field and the top of the check.

Horizontal positioning problem

One or more check fields print too far
to the left.

One or more check fields print too far
to the right.

Check amount starts printing in the
right place, but is cut off on the right.

Spelled-out check amount starts
printing in the right place, but doesn’t
fill the line.

Solution

Increase the number of characters in the horizontal Date, Payee, Amount, Text
Amount, Address, or Memo setting to increase the distance between the text in that
field and the left edge of the check.

Decrease the number of characters in the horizontal Date, Payee, Amount, Text
Amount, Address, or Memo setting to decrease the distance between the text in that
field and the left edge of the check.

Decrease the number of characters in the Amount Width setting to force Quicken
to fit the amount into a shorter space. Ten characters is the minimum.

Increase the number of characters in the Text Amount Width setting to make the
spelled-out amount longer.
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Partial-page positioning problem

The text on a partial page of checks
starts printing too high.

The text on a partial page of checks
starts printing too low.

Solution

Increase the number in the Single Check or Two Checks setting to move the text on
the check down.

Decrease the number in the Single Check or Two Checks setting to move the text
on the check up.

Reprinting checks

Follow these steps to reprint checks, or to print checks that you have entered in the
register instead of in the Write Checks window.

1

2

In the register, select the transaction for the check you want to reprint.

In the number column, replace the check number with the word PRINT.

4/10/03 | PRINT Meyer Insurance 271.56 3,686
Insurance:Auto

Click Record.

Print the check as usual, paying special attention to entering the correct number in
the Starting Check Number field.

Click OK to save the check printing settings.
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Letting Quicken remind you to order checks

1 Choose Quicken > Preferences.

2 Click Checks, then Order.

8een Preferences

< Customization Order Checks
General
Auto-Reconcile
Registers
Reports
Graphs Account name: Checki"gE‘ /
QuickMath —

Country Last check number: || |

= Bills _ - - | —
Miszed Bills Remind me to reorder at check number:

7 Interngt - -
Quotes C Remove Reminder ) C Set Reminder )
Proxy Server

= Checks To order, call 1-800-433-8810 (1-800-268
Print -57 79 in Canada) or visit our website at
Ordar www.Intuitmarketplace.com

= Security
Passwords
File Backup

Adding art to checks

Choose the account for which you want
to order checks.

Enter the last check number in your
current supply of checks.

Enter the check number when you want to
reorder. Quicken reminds you to order
more checks when you print a check with
this number.

Click Set Reminder to save your settings
for the selected account.

You can print a logo, text, or other image on your checks. The image can be up to 1"

high and 5" wide on standard and voucher checks, and up to 0.5" high and 2.5" wide
on wallet checks. The image must be in PICT (Paint or Draw) format from a program
such as Adobe Photoshop, Macromedia Freehand, MacPaint, or MacDraw. Quicken
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does not accept EPS (Encapsulated PostScript) files. To save an EPS file as a PICT file,
select the image, press Option-Copy, and paste it into a PICT file.

For step-by-step help, go to Banking in Quicken Help and select

How do | add art to checks?
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Reconciling Quicken
accounts

Before you start reCONCIIING .........ccccuruiiriiiiiiiiiiiiicc s 107
Starting recONCIIAtioN .........cccoiiiiiiiiiiiiiic s 109
Marking cleared transactions ............ccccoeuiiiiiiiiiniiiiic e 113
Completing recoNCiliation ..o 115
Solving reconciliation problems ... 117

When you reconcile a Quicken account, you compare your Quicken records to your
current bank statement and resolve any differences between the two—just like when
you balance your checkbook manually.

The examples in this chapter show how to reconcile Quicken checking accounts. For

information on reconciling credit card accounts, see page 168; for investment or single
mutual fund accounts, see page 268.
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Before you start reconciling

When you reconcile your account for the first time, make sure you:

e Enter all transactions that have occurred between the date of your last statement
and the date of your current statement.

You should enter all deposits and withdrawals, including checks you've written by
hand or printed with Quicken, ATM transactions, and electronic transfers.

e Enter any transactions dated before the ending balance of your last statement that
have not yet appeared on any statement.

You should enter these transactions in your register even if they are dated before
the opening balance transaction in your Quicken account.

e Check that the Opening Balance in your Quicken register matches the beginning
balance on the statement you want to reconcile.

If you used the closing balance from your previous statement as the Opening
Balance for your Quicken account when you set it up, then the Opening Balance in
Quicken should be the same as the beginning balance on the first statement you
want to reconcile. If the amounts don’t match, change the amount in the Deposit
column of the Opening Balance transaction in your Quicken register.
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Where the balances go . ..

When you set up your Quicken account, enter Quicken uses the Opening Balance amount you When your next statement arrives, enter the
the ending balance from your most recent state- entered in the register as the Beginning Balance ending balance from it in the Reconcile
ment in the Opening Balance Deposit column. amount in the Reconcile Startup window. Startup window as the Ending Balance.
8eoe Checking: Regist Y. e Checking: R ile Start
Statement Number | FayealCatﬂgaryﬂ‘M:rrcmmg egls| Erpaymem [cr]  Deposit Balance Statement ecting: Feconcie SRILp
12/31/02 %’— O s R mlm{ 1/31/03 1. Enter the following Information from your monthly bank statement.
| v |[Checking] hd ¥ Open Split _ | | | BegicingBalnee——J> 200.52 Asof 111703 | &

$340.73 1/1/03] | $200.52

Ending Balance: 52418 Asof: 131708 &
2. Enter any sepAé charge or interest amounts from your statement. Quicken wil
add trapsattions for those amounts to your register.

I

JE— J— Amount Date Category
— Service Charge: 0.00 1/31/03 =] v
— Interest Earned: 0.00 1731703 | [ v
- / o) Restore 1T Baiance Today: $200.52 00 —
S st e P
- . ——
0% $52418 ® (o) @

Reconciling for more than one month

If you have used Quicken for a number of months and have just decided that you want
to reconcile, or if you used to reconcile an account and have not done it for several
months, you need to go back and reconcile your Quicken account with the bank state-
ments for each of the months you skipped before you start to reconcile the statement
for the current month.

Adding earlier transactions
You may want to add earlier transactions to your Quicken bank account so you can

create more comprehensive reports, graphs, and budgets. For example, if you start
using Quicken in the middle of the year, you could add all of your transactions from
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If this is an online account, go to
“Starting to reconcile an online
account manually” on page 112.

January 1 so your records for the year are complete. To keep your account information
accurate, wait until you reconcile your current bank statement. Then add the earlier
transactions and balance each month separately starting with your earliest statement.

For step-by-step help, go to Banking in Quicken Help and select

How do | catch up balancing my checkbook?

Starting reconciliation

If the balance shown on your most recent bank statement is different from the Balance
Today in your Quicken register, don’t assume that something’s wrong. You've
probably entered transactions in Quicken after the bank prepared your statement, so
the bank balance is not as up-to-date as your register. You may also have checks or
other transactions from earlier months that have not yet cleared the bank.

1 In the Banking area, open the register for the account you want to reconcile.

2 Click the Reconcile button in the toolbar.
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This amount should match the opening
balance on the bank statement.

\

If this is the first time you are reconciling
the account, Quicken uses the amount
you entered for the Opening Balance
transaction in your Quicken register.

The Beginning Balance “As of” date is the
closing date of the last statement you
reconciled. The Ending Balance “As of”
date is the closing date of this statement.

80C

Checking: Reconcile Startup

\L\Enwt\
Beginning Balance:

he following information from your monthly bank statement.

5,000.00

Ending Balanee: £.200.00

Amount
Service Charge: 0.00

Interest Earned: 6.00

As of:

As of:

6/1/02

6430702

Date
B/30/02

6/30/02

12
@22

&

&

2. Enter any service charge or interest amounts from your statement. Quicken will
add transactions for those amounts to your register.

Cateqory
Bank Charge v

Interest Inc| I N

( Cancel )

( sar )

If you have reconciled this account before,
the total of all reconciled transactions in
the register appears in the Beginning
Balance field. Reconciled transactions are
marked with a bold capital R in the Clr
column.

Make sure that the beginning balance on your statement matches the amount in
the Beginning Balance field in the Reconcile Startup window.

Your statement might call the beginning balance the “previous” or “opening”
balance. The Beginning Balance “As of” date is the closing date of the last state-

ment you reconciled.

The amounts might differ for one of the following reasons:

Your situation

You are reconciling your
Quicken account for the first
time.

How to resolve the difference in the Beginning Balance field

Quicken uses the amount of the Opening Balance transaction in your register as the amount
in the Beginning Balance field in the Reconcile Startup window (see the illustration on
page 108). When you set up the account, you may have entered the wrong amount in the

Deposit column of the Opening Balance transaction. Change the amount now in the

register.
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Your situation

You started reconciling with
your most recent statement,
but you have not reconciled
the previous months’ state-
ments.

You were using Quicken and
reconciling your account.
Then you started recording
earlier transactions in
Quicken.

The ending balance on last
month’s statement is different
from the starting balance on
this month’s statement.

How to resolve the difference in the Beginning Balance field

You should reconcile one month at a time, starting with the earliest statement. You need to
reconcile your Quicken account with the bank statements for each of the months you
skipped before you start to reconcile the statement for the current month.

For example, you may have started using Quicken in May and subsequently reconciled your
account for May and June. Then you went back and recorded transactions from January. To
ensure that the balance in the register is correct, change the date and amount of the
Opening Balance transaction in your Quicken register to match the opening balance from
the first bank statement you want to reconcile. See “Adding earlier transactions” on

page 108.

One of the bank statements may be wrong. Contact your bank to correct the error with an
adjustment on your next statement. For now, change the Beginning Balance amount and let
Quicken make the adjustment for you as described in “Resolving a previous difference” on
page 123. This adjustment will appear as a reconciled item in the register, so your account
will be off by the same amount next month when you reconcile. Let Quicken make another
adjustment when you reconcile the next statement.

4 Find the ending balance on your bank statement and enter it in the Ending Balance
field in the Reconcile Startup window. Enter the closing date of the statement you
are reconciling in the Ending Balance “As of” field.

Your statement might call the ending balance amount the “current” or “new”
balance.

5 If any service charges are listed on your bank statement and you haven't already
entered them in your Quicken register, enter the amount of the service charge in
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the Amount field, the date of the service charge in the Date field, and an expense
category in the Category field.

6 If your statement shows interest earned on your account and you haven't already
entered it in your Quicken register, enter the amount of interest in the Amount
field, the date when the interest was recorded in the Date field, and an income
category in the Category field.

7 Click Start.

Quicken adds the Service Charge and Interest Earned transactions to the register
and displays the Reconcile window.

If you click Cancel instead of Start, the Service Charge and Interest Earned trans-
actions are not recorded in the register and you'll need to enter those amounts
again when you return to reconciling this account.

Starting to reconcile an online account manually

Using online banking, you can update your register throughout the month and then
manually reconcile with your paper statement once a month. You can also have
Quicken automatically reconcile downloaded transactions, see “Using Auto-Recon-
cile” on page 136.

1 In the Banking area, open the register for the account you want to reconcile.

2 Click the Reconcile button in the toolbar.
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Downloaded transactions automati-
cally appear in the register with a
capital C to indicate that they have
cleared the bank.

3 Enter the Beginning Balance, Ending Balance, and Statement Date (from your
paper statement) in the Reconcile Startup window.

Some of this information may already be filled in for you.
4 Click Start.

5 Quicken asks if you want to go to the Download Transactions window to update
your register. If the last time you updated your register was before the closing date
on your statement, you should get the most up-to-date online data from your
financial institution now.

To update your register before reconciling, see “Updating your register” on
page 135. Then continue with “Marking cleared transactions” on page 113.

Marking cleared transactions

Your next step is to mark all cleared transactions. A cleared transaction is one that has
been processed by the bank and is listed on your bank statement. The Reconcile
window displays all unreconciled transactions in your Quicken register through the
Ending Balance date you entered.

1 When you find a transaction in the Reconcile window that matches a transaction
on your bank statement, click it to mark it as cleared.

Verify that the amount for each transaction in the Reconcile window matches the
amount listed on the bank statement.
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If a transaction appears on your bank
statement, click it to mark it as cleared. A
checkmark appears in the Clr column. If
you make a mistake, click the transaction
again to remove the checkmark.

Quicken keeps a running total of the
number of items and the total amounts
cleared in each list.

Click New Transaction to enter a missing
transaction in the register.

Click Uncheck All to remove all check-
marks and start over.

806 Checking: Reconcile
—Payments and Checks —Deposits
MNum Date Payae Clr Amount Num Date Payee Clr Amount
—oH- L o 1,200.00 6/5/02 Paycheck +f 2.400.00
102 6/3/02 Supermarket A 108.00 6/19/02 Paycheck o 2.400.00
103 6/4/02 Cable TV A 50.00 6/30/02 Interest Earned A 6.00
104 6/7/02 Electricity o &67.00
105 6/8/02 Credit card o 1,650.00
106 6/9/02 Phone + 49.00
—-Mm%ﬁ&
i 108 6/24/02 Drug store v o 3 ltems Cleared Amount Cleared: 4,806.00
§ 149 6/28/02 Club dues 23.45
110 6/30/02 Clathing store ] 275.00 How ta Recancile | show instructions

1. In this window, click each transaction that appears on your monthly
staterment to put a checkmark next to it

2. Double-click a transaction to edit it, or click Mew Transaction to add
a missing transaction to the register.

3. When the Difference this Statement is zera, click Finish.

—Status
Statement Ending Balance: 6.200.00
9 ltems Cleared Amount Cleared: 3,606.00 CleanadSalance: §;200.00
{ New TW Uncheck All ) Diffarence this Statement: 0.00
/ = n _— - "
@ Ssortby: [ Date { Finish Later ) Hﬁ!h‘g

Quicken can sort the items in the lists by Number or by Date.

2 Ifyou find a transaction on your bank statement that’s not shown in the list of
unreconciled transactions, click New Transaction.

Quicken takes you to the register and selects a blank transaction. Enter the missing
transaction and click Record. Then click the Reconcile button at the bottom of the
register to go back to the Reconcile window. Quicken updates the Reconcile
window to show any new transactions you entered in the register.

3 Ifyou find a transaction that contains an error, double-click the transaction in the
Reconcile window to correct it in the register.
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To see more information about a transac-

tion or correct a mistake, you can double-

click the transaction in the Reconcile
window to go to the register with that
transaction selected.

Checking: Reconcile

806

—Payments and Checks | ~Deposits

0006

| Num Date Payae Clr Amount Num Clr Amount

| 101 6/2/02 Rent W 1.200.00 ) 2,400.00
102 6/3/02 Supermarket A 108.00 6/19/02 Paycheck o 2.400.00
103 6/4/02 Cable TV W 50.00
104 6/7/02 Electricity &67.00
105 6/8/02 Credit card A 1,650.00

= -_C_Hecking: Register

[Credit Carel]

Number | Payee/Category/Memo | Payment |CIf| Deposit | Balance |~
&/5/02 Paycheck C 2,400.00 6.042.00 |
Salary
G/7/02 104 Eleetricity 57.00 5.875.00]
g2 ¥ | Utilities:Gas & Electric ¥ | B Open Split
a/8/02 105 | Credit card payment 1,650.00/ C 4,325.00

4 In the Reconcile window, mark the rest of the transactions on your statement as

cleared.

Completing reconciliation

When you finish marking the cleared transactions, look at the difference amount or
amounts in the lower right corner of the Reconcile window.

Status ' If there were a previous difference amount, it would

Statement Ending Balance: 6,200.00
Cleared Balance: 6,200.00

Diffarance this Statement: 0.00

appear above the Difference this Statement amount.

e If the Difference this Statement amount is zero and Quicken does not display a
field named Previous Difference: You've reconciled the current bank statement

successfully. Click Finish to complete reconciliation.
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e If either the Difference this Statement or Previous Difference amount is not zero:
Skip now to “Solving reconciliation problems” on page 117 to find out how to
correct the problem and successfully reconcile the account.

If you look at your check register after you've finished reconciling, you’ll see that the
transactions you marked as cleared (C) are now reconciled (R).

What's the difference between C and R in the Clr column?

If you return to the register while you are still reconciling, you'll see the letter C in the
Clr column of all transactions you’ve marked as cleared in the Reconcile window.

e C means that you have marked the transaction as cleared or your have accepted

the transaction, for downloaded transactions.

After you finish marking transactions as cleared in the Reconcile window and click
Finish, Quicken turns the C into a bold R to signify that the “cleared” transactions are
now “reconciled.”

e R means that Quicken has reconciled the transaction.

If a transaction has not been cleared at the bank, leave the Clr column blank until you
receive your next bank statement and begin to reconcile.

You can manually “unclear” or “unreconcile” some transactions that you cleared or
reconciled incorrectly:

e Option-click in the Clr column to remove the C/R from transactions marked as
cleared or reconciled.
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Tip: Back up your data file after reconciling. It protects you against accidental data
loss. See “Backing up and archiving your data files” on page 380.

Creating a reconciliation report

After you've reconciled an account, you can create a reconciliation report to see a
summary of this reconciliation and a list of all items that remain unreconciled. Click
the Reports button in the Reporting area and click the Standard tab. Then select
Reconciliation and click Customize.

Select Summary and Unreconciled ® 6 O Customize Reconciliation Report Change the date if you want the report to show your recon-
Transactions to show a summary plus S Recancamon Report ciled balance as of a date other than today.
detail information for every unrecon- :

. . Show reconcillation to
ciled transaction. bank balance as of: ERTOE | o ea—

— e Summary and Unreconciled Transactions O Full Report

= — = Select Full Report to show a summary plus detail informa-
( Defaults ) ( Cancel ) € 0K ) tion for every transaction.

Solving reconciliation problems

If the Difference this Statement amount is not zero, your account doesn’t balance for
the current statement period. The cause is usually either an incorrect number of
payment or deposit items checked off as cleared, or incorrect dollar amounts for some
items.
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Problem

Solutions

Stats —— ' This is a running total comparing the items marked
e 8:200.00 cleared in Quicken and the items on the statement. In
wared Balance: 6,176.55 . ’ .
this example, there’s $23.45 difference between the

Difference this Statement: -23.45 Quicken register and the bank statement.

If the amount in this field is not zero, you have not balanced your account.

Find the difference between your Click Finish and let Quicken modify your account
register and the statement and balance to agree with the bank’s by recording an adjust-
correct it. See “Finding and OR ment transaction. See “Resolving a difference from your
correcting differences” next. current statement” on page 123.

If the Difference this Statement amount is zero, but there is a Previous Difference
amount displayed, you have reconciled the current statement successfully, but you
need to resolve the Previous Difference. This amount is the difference between the
total of all the previously reconciled items in the register for this account and the
amount you entered in the Beginning Balance field in the Reconcile Startup window
(the opening balance from the current statement). The cause of the difference could be
one of the situations described in the table on page 110, or you could have changed or
deleted an item that was previously reconciled (marked with a R) or deleted a balance
adjustment transaction.
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Problem

Solutions

Cleared Balanee: 6,200.00
Previous Difference: -300.00
Difference this Statement: 300.00

register that affects the Beginning Balance, the differ-
ence shows up as the Previous Difference.

Stats —— : If you changed the Beginning Balance amount in the
r‘“m"‘ Ending Balance: 8:200.00 Reconcile Startup window, or made a change in the

If there is a Previous Difference amount, you need to resolve the difference.

Find the cause of the problem Click Finish to finish reconciling the current state-
and correct it. See the table on OR ment. Then see “Resolving a previous difference”
page 110. on page 123.

Finding and correcting differences

You can find the differences between your Quicken register and the bank statement in
a systematic way.

Finding a problem with the number of items
1 Count the number of debit items on your bank statement and compare that

number with the number of “Payments and Checks” items you’ve marked in the
Reconcile window.

2 Count the number of credit items on your bank statement and compare that

number with the total number of “Deposits” items you’ve marked in the Reconcile
window.
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“Payments and Checks” include checks,
ATM withdrawals, transfers out of the
account, service charges and fees, and
automatic payments.

“Deposits” include ATM deposits, direct
deposits, transfers into the account, and
interest earned.

800

Checking: Reconcile

Sorthy: (Date  [3)

" —Payments and Checks Depasits
MNum Date Payae nt Num Date Payee Clr Amount
101 6/2/02 Ren o 1,200.00 6/5/02 Paycheck +f 2,400.00
102 Supermarket o 108.00 6/19/02 Paycheck o 2.400.00
L 6/4/02 Cable TV A 50.00 6/30/02 Interest Earned A £.00

104 6/7/02 Electricity o &67.00

105 6/8/02 Credit card o 1,650.00

1086 6/9/02 Phone + 49.00

147 B/17/02 Carinsurance co... 93.00

108 6/24/02 Drug store - 114.00 3 Items Cleared Amount Cleared: 4,806.00

109 6/28/02 Club dues 23.45

10 6/30/02 Clothing store 275.00 How ta Recancile | show instructions
1. In this window, click each transaction that appears on your monthly

ta put a checkmark next ta it.
2. Double-click a transaction to edit it, or click New Transaction to add
a missing transaction to the register.
3. When the Difference this Statement is zera, click Finish.
—Status
Statement Ending Balance: 6,200.00
7 Items Cleared Amount Cleared: 3,238.00 Slemneolone: L
( MNew Transaction ) ( Uncheck All ) Difference this Statement: 368.00

CFimisn )
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Note: The bank may summarize trans-
actions that you've listed separately
in your register.

For example, if you made several
deposits on a single day, the bank
might show the sum rather than listing
each one separately. Or you may
summarize transactions in your
register (such as bank charges) that the
bank itemizes.

Some statements count the total
number of credits for you; others list
interest earned and ATM deposits
separately. Some statements count the
total number of debits for you; others
list service charges and ATM
withdrawals separately.

3 Check to see if you:
e missed recording an item in the register
* missed marking an item as cleared
* mistakenly marked an item as cleared
* entered any transactions twice
* entered a deposit as a payment or a payment as a deposit

e forgot to enter a check number (scroll through the list to see if you can find the
check amount listed as a withdrawal transaction)

4 Make whatever changes are necessary to correct the problem.
Finding a problem with the dollar amount of items

If there’s no problem with the number of items marked as cleared, there may be a
problem with the dollar amount of one or more items.

1 Check to see if you entered an amount incorrectly in the register and make
whatever changes are necessary to correct the problem.

e Compare the total dollar amount for “Payments and Checks” in the Reconcile
window with the dollar amount of debits on your statement. If the totals do not
agree, you have a problem with the dollar amount of debits and you need to
check only payment transactions.

e Compare the total dollar amount for “Deposits” in the Reconcile window with
the dollar amount of credits on your statement. If the totals do not agree, you
have a problem with the dollar amount of credits and you need to check only
deposit transactions.
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e Compare all amounts in the list of cleared transactions with the amounts
shown on your statement. Make sure you didn’t transpose the digits in a trans-
action amount when you entered it (for example, you entered 7.56 instead of
7.65). If you find an incorrect amount, return to the register (by double-clicking
the transaction in the Reconcile window) and correct the amount.

2 Check to see if you entered an amount incorrectly in the Reconcile Startup window.

Make sure you entered the correct beginning and ending balances from your state-
ment. Your statement might call the beginning balance the “previous” or
“opening” balance, and it might call the ending balance “current” or “new.”

3 Check to see if the bank made a mistake by processing a transaction for an incorrect
amount.

Adjust the balance by entering a transaction (or let Quicken make the adjustment
for you as described in “Letting Quicken adjust for differences” next). Then contact
your bank. The bank should make an adjustment on your next statement. Because
this adjustment will appear as a reconciled item in the register, your account will
be off by the same amount at the end of the next reconciliation. Let Quicken make
another adjustment when you finish reconciling the next statement.

Letting Quicken adjust for differences

You might decide to ignore the difference between your Quicken register and the

bank statement. Ignoring the difference is acceptable if the amount is small and you
feel it is not worth your time to track it down. If you decide to ignore the difference,
you'll still want to let Quicken enter an adjustment for the amount of the difference.
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That way you'll be starting with accurate totals the next time you reconcile your
account.

Resolving a difference from your current statement
If there is no Previous Difference amount, but the Difference this Statement amount is

not zero, Quicken tells you the amount of the discrepancy and asks if you want to
resolve the difference.

Click here to record an adjustment Checking: Adjust Ending Balance
transaction equal to the difference
H The total of the items you have marked is $368.00 mare than the
btettWeen tonu r Clear%d |It$ rnt?] an% thet total of the items shown on your statement.
statement. You can delete the adjust-
ment transaction later if you find the AT
. i i % 7 H H
error that caused the difference. o 0 back to reconcling. Click Return to Reconcile to return to the Recon-
= cile window and track down the difference
a—{ Adjust Register ) Wﬂ’—* yourself.

Resolving a previous difference

If you make a change to a transaction in the register that was reconciled with a
previous statement, it creates a discrepancy in the reconciled balance. This could
happen if you deleted or changed the amount of a previously reconciled transaction
or if you manually removed the bold R from the Clr column of a previously reconciled
transaction. It could also happen if you changed the transaction category or memo
fields, for example.

Quicken asks you to resolve the discrepancy the next time you reconcile.
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The total of the previously reconciled items in your register does not match the
ending balance from your last statement. This may indicate that a previously
reconciled transaction (perhaps a balance adjustment transaction) has been
edited or deleted.

Click Ignore to go to the Reconcile Click Resolve If you want Quicken to help you resolve this discrepancy, or click

Startup window and reconcile the Ignore if you want to ignore it for now and continue reconciling.

current statement without resolving _ Click Resolve if you want Quicken to
the previous discrepancy. £ ignore ) EResaved——— help you resolve the discrepancy.

If you click Ignore, Quicken opens the Reconcile Startup window. Make sure that the
beginning and ending balances and dates are correct; then click Start. In the Reconcile
window, the discrepancy appears as the Previous Difference amount. Quicken keeps
track of the discrepancy until you resolve it, but ignores it this time and lets you recon-
cile this statement.

If you click Resolve, Quicken opens the Prior Statements window. It shows the state-
ments where Quicken is tracking a discrepancy.

Statements are identified by the ‘|0 Checking: Prior Statements
Ending Date in the Reconcile Startup
H H H All the staterments Quicken is tracking for this account are shown below. Te . . . . .
}NlndOtVVt. NOtettEat In éhls example t?e change the Discrapancy amount for a statement to zero, select that statement in Cl le AdJUSt Reglster if you want QUICken to
une statemen as a discrepancy o the list and click either Reconcile Again to re-reconcile it yourself or Adjust H H H _
$2 7 OO p y Register to have Quicken add aln adjustment transaction to the register. reSOI\/e the d|§crepancy by e_nterl ng an adJ ust
SU. ment transaction in your Quicken register.

Statement Statement Register

Ending Dat Ending Balance Ending Balance Discrapancy

6/30/02 6,200.00 6,173.00 -27.00
Click Done when you are finished to Select a statement and click Reconcile Again to
go to the Reconcile window. \ Cumulative Discrepancy: / -27.00 / re—recol?a le that statement to fix the dlscrepancy

yourselr.
@ one { ljust Register tecon i
\ D Endistreai >
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If you select a statement with a discrepancy and click Reconcile Again, Quicken opens
a Reconcile Startup window for that statement. Make sure that the beginning and
ending balances and dates are correct; then click Start. In the Reconcile window,
Quicken puts checkmarks next to the items you have already reconciled with that
statement. The amount of the discrepancy appears as the Difference this Statement in
the lower right corner of the window. To start over, you can remove all the check-
marks by clicking Uncheck All. Or you can resolve the discrepancy as described in
“Solving reconciliation problems” on page 117.
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Banking online

Quicken’s online banking SEIVICES ..........cccociviiiiiiiiiiiiiiiciicccees 127
How online banking WOrks ..........ccccoccoiviiiiiiiiniiii