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Chapter 1

Getting Started

About this manual

What you need
What is DeskMate?

Installing Quicken from the DeskMate Desktop

Installing Quicken alone

Using Quicken and the DeskMate environment

Exiting Quicken

About Quicken’s pull-down menus

Getting help

This chapter tells you how to start using Quicken, what equipment you
need, and how to start—and stop—the program. It tells you how to use
Quicken with a hard disk system and with a floppy disk system.

In addition, this chapter introduces you to the DeskMate system, and tells
you how Quicken works with it; it describes Quicken’s help screens, which
give you valuable information about Quicken’s features, functions, and
options at the touch of a key or by using the mouse.

When you're finished with this chapter, you'll be ready to set up your first
account and start writing checks and adding transactions to Quicken’s
Check Register. ’
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Chapter 1. Getting Started

About this manual

Quicken is easy to use and we’ve tried to make this manual just as easy to
follow. Take a moment to look over the organization of the Table of
Contents. The Appendices list Quicken’s most-asked questions and
answers—technical information that might get in the way of explaining
how to operate the program—and a glossary of terms you can refer to as
you read.

Three quick rules sum up how to use the instructions in this manual:
1. Steps that begin with numbers you must follow in order.

2. Steps that begin with a bullet (#) are optional. Perform them, if you
wish, when you come to them. Bullets also denote lists that have no
particular order—the list of equipment in the next section, for example.

3. The remainder of the text explains major concepts or offers tips on
getting the most from Quicken.

Simple? Let’s get started!

What you need

In addition to the Quicken program disks provided, you will need the
following:

e Tandy 1000 SL with 384K RAM or IBM (PC, XT, AT, PS/2), Tandy, or
compatible computer with at least 512K RAM and one or more 3 1/2-
inch or 5 1/4-inch floppy disk drives or a hard disk.

e Any monitor: black and white graphics, monochrome text, or color.

(Monochrome monitors require a Hercules or compatible graphics
card.)

* Any printer except those requiring “thermal” paper. Any dot-matrix,
fully formed character (daisywheel), or laser printer will work fine.

e DOS 2.0 or later.

¢ Blank, formatted disks for making a backup copy of Quicken. If you
are using a floppy system, you will also need blank, formatted disks
for your accounts.

¢ Quicken checks (required only for check-printing operations).

1-2 . Quicken User Manual



Chapter 1. Getting Started

What is DeskMate?

DeskMate is software from Tandy that uses a graphical user-interface to
provide a visual, simple, and intuitive way for you to work with your
computer. The DeskMate software creates a friendly, graphics-oriented
environment where you can see exactly what your choices are, and pick
them right from the screen using pull-down menus and on-screen push-
buttons. It comes with several easy-to-use applications programs that you
can use to keep records, do word-processing, or play games, all without
ever leaving the DeskMate environment. Once you learn how to use
DeskMate, you’ll know how to use any of the DeskMate applications since
they all use the same DeskMate interface with the same “look and feel.”

Quicken and many other top-selling programs are specially designed to
use this same DeskMate user-interface. If you already have DeskMate, you
already know how to use Quicken, because Quicken looks and works just
like DeskMate. If you don’t have DeskMate, we think you'll agree that the
DeskMate user-interface is exceptionally easy to learn and use.

Before you can start using Quicken, you need to install it in order to set
Quicken to work with your hardware. If you already have DeskMate
(version 3.0 or higher), follow the instructions in the section “Installing
Quicken from the DeskMate Desktop.” If you do not have DeskMate,
follow the instructions in the section “Installing Quicken Alone.” Either
way you'll be up and running fast.

Installing Quicken from the DeskMate Desktop

Follow these directions if you already have the DeskMate program from
Tandy (version 3.0 or higher). These steps work for either floppy disk or
hard disk users. If you're using floppy disks, these steps create a working
copy of Quicken on a floppy; if you're using a hard disk, these steps install
Quicken in a directory called \DESK. (You may choose a different direc-
tory name during the installation process, if you like.) Installing is also
required to set Quicken to work with your hardware.

1. Start DeskMate following the instructions in your Tandy DeskMate
manual. If you're working with floppy disks, make sure you have at
least one blank, formatted disk handy.
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Chapter 1. Getting Started

2.

Insert Quicken Program Disk 1 in drive A. (Note that the 3 1/2-inch
Quicken disk is both Program Disk 1 and Program Disk 2.) Important:
If you are a floppy user, make sure the current directory (displayed at
the top middle of the Desktop screen) is A:\. If it is not, change the
current directory to A:\ by choosing Change from the Directory
Menu. Type A:\in the Path field and press [Enter].

At the DeskMate Desktop, choose Install from the Desktop Menu. If
there is room on your Desktop for a Quicken Menu, the Display
Menu dialog box will appear. To create a Quicken Menu, press the
on-screen OK pushbutton or press on the keyboard. Position
the window where you want it on the Desktop using A2, L, or

and press [Enter]. If you do not want to create a Quicken Menu,
P y
press the on-screen Cancel pushbutton.

Note: If you get the message “Could not find new application on
floppy disk,” it's because DeskMate thinks Quicken has already been
installed. (This can occur even if you only started installing Quicken
and then abandoned the procedure in the middle.) Before you can
proceed with installing Quicken, you must delete Quicken from
DeskMate’s list of installed programs. To do so, follow these steps:

a. Press the on-screen OK pushbutton at the “Could not find new
application on floppy disk” message dialog box. DeskMate
returns you to the DeskMate Desktop.

b. Exit DeskMate, and then restart. When you return to the
DeskMate Desktop, choose Delete from the Desktop Menu. The
Delete Menu dialog box appears.

c. Click on the list box arrows with the mouse, or use and to
highlight Quicken. When Quicken is highlighted, press to
delete it.

Follow the instructions that appear on the screen for creating a
working copy of Quicken.

If you're a hard disk user, the Install program asks if you want the
Billminder program installed on your hard disk. Billminder is a simple
program that compares today’s date as set in your computer with the
date of any checks in your account. Every time you turn on your
computer, Billminder will remind you if you have any checks
scheduled to be printed.

If you're a floppy disk user, Install will ask you for a blank disk which
it will use to create a working copy of Quicken. After Install is com-
plete, leave that working disk in drive A.
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5. To run Quicken, at the DeskMate Desktop choose Run from the File
Menu. Type Q in the Program Name field, then press or push
the on-screen OK pushbutton by clicking on it with the mouse. Ina
few moments the Quicken New User message will display, which tells
you how to set up a new account.

Installing Quicken alone

Follow these directions if you do not have the DeskMate program from
Tandy. These steps work for either floppy disk or hard disk users. If
you're using floppy disks, these steps create a working copy of Quicken on
one or two floppies (depending on the capacity of your diskettes); if you're
using a hard disk, these steps install Quicken in a directory called \DESK.
(You may choose a different directory name during the installation proc-
ess, if you like.) Installing is also required to set Quicken to work with
your hardware.

1. Insert Quicken Program Disk 2 into drive A. (Note that the 3 1/2-inch
Quicken disk is both Program Disk 1 and Program Disk 2.) If you're
using floppy disks, have at least two blank, formatted disks handy.

At the DOS A> prompt, type INSTALL and press .

Follow the instructions that appear on the screen to copy Quicken onto
your hard disk or to create a working copy of Quicken on floppies. If
you're installing Quicken onto floppy disks, the program tells you how
many formatted floppies it requires for the working copy, and tells you
how to label them.

4. If you're a hard disk user, the Install program asks if you want the
Billminder program installed on your hard disk. Billminder is a simple
program that compares today’s date as set in your computer with the
date of any checks in your account. Every time you turn on your
computer, Billminder reminds you if you have any checks scheduled
to be printed.

5. To run Quicken that has been installed onto floppy disks, insert
Working Disk 1 (if using 3 1/2-inch disks or high capacity 5 1/4-inch
disks, there is only one working disk) into drive A. At the DOS A>
prompt, type Q and press [Enter]. In a few moments, the Quicken
New User message will appear, telling you how to set up a new
account.

To run Quicken that has been installed onto a hard disk, simply type Q at

the DOS prompt (usually C>) and press . In a few moments, the
Quicken New User message will appear, telling you how to set up a new
account.
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Additional hard disk information

When Quicken installs itself onto your hard disk, it creates a subdirectory
called \DESK and copies all its files there. Quicken also keeps your
records in this directory. For more hard disk information, see Appendix
C, Technical Information.

You can keep your records in a different directory from the Quicken
program’s directory or even keep your records on floppy disks, if you
prefer. To change where Quicken looks for your bank account records, see
Chapter 13, Account Activities.

Using Quicken and the DeskMate environment

Take a few moments here to familiarize yourself with some concepts and
terms that we’ll be using throughout this manual.

Key mouse terms

If you're going to use a mouse, you should understand these four terms.

e Click: Quickly press and release the left mouse button.

e Double-Click: Click the left mouse button twice in rapid succession.
If you double-click and nothing happens, you may be clicking too
slowly, causing Quicken to interpret it as two single clicks.

e Point: Move the mouse to position the pointer on the screen.

* Drag: Hold down the left mouse button while moving the mouse.
There are two mouse buttons on a Tandy mouse (others may have
three buttons). The button farthest to the left is always the one to use.

Key Quicken operations and terms

All parts of the Quicken program have the same look and feel. For ex-
ample, wherever Quicken presents you with a set of on-screen buttons,
you can “press” one by pointing to it and clicking with the mouse, or by

using to move the cursor to the button you want and by pressing
[Spacebar] or [Enter] to “press” it.

Throughout this manual, you'll see phrases similar to “press the on-screen
OK pushbutton.” In this case, if you're using a mouse, point to the OK
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button and click; if you're using the keyboard, press to move the
cursor to the on-screen button and press [Spacebar] or [Enter]. These two
actions have identical results. Figure 1-1 illustrates some of Quicken'’s
buttons.

Jan 19, 1996 2:19 pm Quicken - 1ST_BANK Help Fi

(FileralEditraSearchraQuick Entr Petctivities el [ Follhd

Print Checks

PRY T0 Ti '
ORDER OF ' —

0
4D Regular Checks DOLLARS

Buttons. —”—— |

On-screen

‘\FNQ Voucher Checks

ADDRESS For help in positioning checks, press Sample.

pushbuttons.

MEMO

N gt

Mouse pointer,

Ending Balance: $52,467.76

Figure 1-1. Quicken’s on-screen pushbuttons.

Whether you're using a keyboard or mouse, here is a list of general
Quicken operations you'll need to know.

Select: Select means to indicate something on the screen to Quicken.
For example, you can select a filename from a list. With the mouse,
you point and click to select. With the keyboard, you press [Tab], [£1,
= or until Quicken has highlighted or underlined the object
you want to select.

Pull down a menu: Quicken’s menus are listed in boxes across the top
of the screen. Select a menu name. Press the left mouse button and
hold it down.

If you don’t have a mouse, use the keyboard by pressing the corre-
sponding function key (F2 through F10). Quicken extends the menu
you have selected (you have “pulled it down”). To close the menu
without choosing a menu command, press .

Choose a menu command: Pull down the menu and select the com-
mand you want to use. With the mouse, drag the pointer along the
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extended menu until you come to the command you want (the com-
mands in the menu highlight as the mouse pointer moves across
them). Then release the mouse button.

With the keyboard, use and to highlight the command you
want; then press to choose the command. Or you can type the
first letter or character of the menu command and the highlight will
move to the first menu command that starts with that letter. Pressing
the letter again will move through other items that begin with the
same letter.

Note: If you pull down the menu using the keyboard, you cannot
select the commands with the mouse. You must use the keyboard to
complete or cancel the command.

o Operate a dialog box: A dialog box usually comprises a set of on-
screen buttons you can push and fields into which you can enter text to
control various Quicken options. Figure 1-2 illustrates a dialog box.

Entry cursor for typing. Page Setup

Setup Nawe:
Checkbox. Left margin:
Printed line width:
G Total lines per page:
nggg:f \Printed lines per page!
O Pause
O Send contrel sequence
On-screen Characters per inch:

pushbuttons. \\919 iz 16,7

Figure 1-2. Operating a dialog box.

® Press the on-screen OK pushbutton: The on-screen OK pushbutton
executes a command or makes changes you have indicated by filling in
a dialog box. OK tells Quicken, “Go ahead and do it.” You can
“press” the on-screen OK pushbutton by pressing until Quicken
highlights OK, and then pressing [Spacebar] or [Enter], or, if the
cursor is not on another pushbutton, by pressing even without
highlighting OK. In this case is the equivalent of pressing OK.
Of course, you can also press the on-screen OK pushbutton by point-
ing and clicking with the mouse.
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Press the on-screen Cancel pushbutton: The on-screen Cancel push-
button halts a command or makes Quicken ignore the changes you
have made to a dialog box. Cancel tells Quicken, “Stop! Ididn’t mean
it.” You can “press” the on-screen Cancel pushbutton by pressing
until Quicken highlights Cancel and then pressing or
[Enter], or by pressing [EG—l even without highlighting the pushbutton.
is always the equivalent of pressing Cancel. You can also press
the on-screen Cancel pushbutton by pointing and clicking with the
mouse.

Select a button from a group of buttons: Groups of buttons are used
to select exactly one choice from among several. To select a button in a
group of buttons, press until Quicken highlights any button in
the group you want. Then use ], [2], [T, or to position the
cursor beneath the specific button within the group you want to push,
and press [Spacebar]. The button you selected will be visually “de-
pressed” on the screen, and whichever button was previously selected
will be unselected or “raised,” so that you can never have two buttons
within the same group selected simultaneously.

You can also push a button by pointing to it and clicking the left
mouse button.

Placing a check in a checkbox: You can check or uncheck a checkbox

by pressing until the cursor underlines the box and then pressing

[Spacebar]. You can also check a checkbox by pointing to it and
clicking the left mouse button. Pressing or clicking again will uncheck
it.

Use the scroll bar: The scroll bar is used to quickly navigate through
lists of items. The scroll bar always represents the length of the list it
scrolls. You must use the mouse to operate a scroll bar.

The little box that moves up and down within the scroll bar (called the
“elevator”) represents the part of the scroll that currently appears on
screen. Drag the elevator to change the part of the scroll that Quicken
displays. Click the arrows at either end of the scroll bar to scroll up or
down one item at a time. Click the area between the elevator and the
arrows to move in that direction one page at a time. illus-
trates a scroll bar.
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Click in gray area above elevator to scroll up one page. Scroll-up arrow (move up list).

Elevator (what is

itiesFe H ¢ Foll XFy

FAYNENT )|C][ DEPOSIT |
[
L]

on screen). || —
.l X| &300.08) 2,500 Scroll bar (total
32.24 2,467,768 / length of list).

Scroli-down arrow

I
(move down list). \l

LIS
/ 28624, 1,881.52
I
100. 08 \ 1,781.52
I .\
I_ I =
. \ Click in gray area below
. 1- elevator (not shown
| Ending Balance; #1,781.52 here because elevator

is at bottom) to scroll
down one page.

Figure 1-3. Scroll bar.

Exiting Quicken

When you wish to exit Quicken, close any dialog boxes that the program
may be displaying (you can press the on-screen Cancel pushbutton).

* From the File Menu, choose Exit. After confirming that you really
want to leave Quicken, Quicken returns you to the DeskMate Desktop
or DOS, whichever you started from.

Alternatively, to exit Quicken and start a new program, choose Run from
the File Menu. Quicken will ask you for the name of the new program
you want to use.

About Quicken’s pull-down menus

1-10

When you first use Quicken, it has no account information to display.
Chapter 2, Beginning to Use Quicken, shows you how to set up bank ac-
counts.

Across the top of the screen are Quicken’s menu selections, as shown in
Figure 1-4
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iFile Fail Edit Faf{Search F4fiQuick Entry Fsh : H ¢ Foll XFy

Wit Cheoks TEr TR
Check Register Ctrl+R
Reconcile 4]
Transaction Report
PAY 10 THE Kategow Report
ORDER OF Budgef Repon
Order Supplies,.. LARS
ADDRESS
MEMD —
L
Current Balance: 52,500.00 Ending Balance: $2,467.76

Figure 1-4. Quicken’s Write Checks Screen and pull-down menus.

The six pull-down menus are:

e File F2: Account Activities including New, Open, Copy, and Rename;
Page Setup, Printing, Other Settings, Run and Exit.

¢ Edit F3: Cut, Copy, Paste, and Clear, and deleting and splitting
transactions.

¢ Search F4: Locate specific transactions by date, payee, memo, etc.

*  Quick Entry F5: Recall and memorize recurring transactions, set up
@Categories (transaction categories), create automatic groups of
regular transactions, and execute them.

e Activities F6: Write checks, work with the Check Register, reconcile
your account, produce reports, and order supplies.

e Messages F9: Menu where you receive messages from Quicken and
other DeskMate programs.

¢ Tandy F10: DeskMate accessories.

The following chapters describe in detail each of Quicken’s many useful
functions.
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Getting help

is Quicken’s help key. It is found, along with the other function keys,
at the top or on the left of your keyboard. If you're ever unsure of what to
do next, press for help. Quicken’s help is “context-sensitive”; what
you're doing when you ask for help determines the immediate help that
Quicken offers.

Instructions, concise information, or both, appear in a help window that
overlaps part of the screen. Some help messages are too long to fit in the

help window. If this is the case, press|4] or as needed to see the
entire message.

After you've obtained the help you need, press [Esc]. Quicken returns you
to whatever you were doing before you asked for help. If there is no on-
screen help available for your particular question, consult the index to this
manual.
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Chapter 2
Beginning to Use
Quicken

Setting up a bank account

Using Quicken’s pull-down menus

Important keys on the keyboard

This chapter shows you how to set up a bank account so that you can start
using Quicken. It also shows you how to use Quicken’s pull-down menus
and explains how some important keys on the keyboard work.

In Quicken, the term “account” refers to a bank account—checking, money
market, or savings (for information on using Quicken for cash and credit
cards, see Chapter 15, Home Uses of Quicken). When you set up an account,
Quicken creates space for it on the disk and stores all the account records
in this space. You can set up as many bank accounts as you want.
Quicken maintains separate records for all of your bank accounts.

If you're a floppy disk user, it’s best to save your account data on a
separate data disk, not on your Quicken program disk. Be sure to have a
blank, formatted floppy disk on hand for this purpose before you begin.

Setting up a bank account

Setting up a bank account with Quicken is easy. If you are using a floppy
disk system, format a blank floppy disk for your bank account data before
starting Quicken. If you don’t know how to format a disk, see your DOS
manual for instructions.
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2-2

To set up a new bank account:

1. Choose New from the File Menu. Quicken displays its Set Up Bank

Account dialog box, as in Figure 2-1. If you are unsure how to do this,
see “Using Quicken’s pull-down menus” on

Feh 208, 1989 1@:3@ am Quicken - (No Account) Help Fy
fFile FallEdit FalSearchFeiQuick Entry FslActivitiesF] — ! FolXhd

: Set Up Bank Account

Name for this bank account;
(8 character DOS filenawe)

Opening Balance:

Figure 2-1. Set Up Bank Account dialog box.

Type in a name for the account you are setting up. If you make a
mistake, press to erase characters to the left of the cursor.
For more information on ways of using the keyboard and mouse, see
Chapter 1.

You can name your account anything you want. You might want to
use your own name, your bank’s name, or a descriptive name such as
CHECKI. If you're setting up an account just for practice, you could
name it PRACTICE and then delete it from your records later on. The
name must follow the rules for a DOS filename (without an extension).
That is, it can be up to eight characters long and can include letters,
numbers, and certain other characters (such as a hyphen or a number

sign). Press (Help) for the complete rules on DOS filenames.

Press to move to the Opening Balance field, or click the Open-
ing Balance field with the mouse.

Type in an opening balance, or balance forward, for the account. The
opening balance is the dollar amount you have in the bank account
according to your most recent bank statement. If you don’t know the
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opening balance of the account, don’t worry. Just type in a zero or
your best guess. You can change the amount later on in Quicken'’s
Check Register.

4. When you have typed in all the account information as you want it,
press the on-screen OK pushbutton. If you have a mouse, you can
push the OK pushbutton by clicking on it. If you do not have a mouse,
you can press the OK pushbutton by pressing @ or by pressing
to move the cursor to the OK pushbutton and then pressing the
space bar. For more information about pressing buttons and using the
mouse and the keyboard, see Chapter 1.

5. After you press the on-screen OK pushbutton, Quicken sets up the
new account and displays its Check Register. The only transactions in
the Check Register will be the Opening Balance transaction and a
blank transaction at the end of the Check Register used for adding new
transactions.

You probably have some transactions that have not cleared the bank as
of your most recent statement, you'll want to add them to Quicken’s
Check Register. For more information on adding transactions to the
Check Register, see Chapter 5, Using the Check Register.

Using Quicken’s pull-down menus

Once you have set up an account, you'll be ready to start using Quicken.
When you use Quicken, you'll begin at the Check Register. The features,
functions, and options that you use are listed on “pull-down menus.”
Follow the steps below to learn how the pull-down menus work. Make
sure you have first read Chapter 1 on the differences between working
with the keyboard and working with a mouse.

Quicken tip: You’'ll notice that “accelerator keys” appear to the right of
many menu commands. You can execute those commands without first
displaying a menu by pressing the appropriate accelerator key. An
accelerator key is typically a or key combination. To use a

or key combination, hold down or while you press
the other key indicated. Once you become familiar with Quicken, you'll
find that accelerator keys are the quickest way to use many of its features.
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To choose Write Checks from the Activities Menu:

1. Make sure you have set up at least one bank account. For help, see the
preceding section, “Setting up a bank account.”

2. From the Activities Menu, choose Write Checks.

With a mouse, click the menu name and drag down the menu to select
Write Checks. Then release the mouse button. The Write Checks
screen appears.

Without a mouse, you can press to display the menu. Use[T] and
to highlight a choice inside a displayed menu. You can also
highlight a choice inside a displayed menu by pressing its initial letter:
to highlight Write Checks, for example. If there is more than one
choice with the same initial letter, Quicken selects them top-down.

After highlighting Write Checks, press to choose it. The Write
Checks screen appears.

Note: If you pull down a menu using a function key, you must use the
keyboard to select the command you want, not the mouse. To cancel a
displayed menu, press .

When you display any of Quicken’s pull-down menus by pressing its
function key, you can see any other menu by pressing || or [, or by
pressing other function keys. You do not need to first cancel the
displayed menu. The Activities Menu is displayed in Figure 2-2.

Nov 18, 1989 155 pm Quickew - 1ST_BANK
{File P2l Edit Faj Search Faf Quick Entry FsPNYSTRTTTIN
Hrite Checks LEn) K
Check Register Ctrl+R
Reconcile ﬂ

Transaction Report

A A |
Order Supplies. .. pLARS
ADDRESS
MEMD E
Current Balance: $2,500.00 Ending Balance: $2,467.76

Figure 2-2. Activities Menu, extended.
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3. From the Activities Menu, choose Check Register. The Check Regis-
ter appears.

4. Press +{¥], the Write Checks accelerator key combination, to
return to the Write Checks screen.

Important keys on the keyboard

Key

Here is a list of Quicken’s most frequently used keys. You don’t need to
memorize the list. However, looking it over before you begin will save you
time and make learning Quicken even easier.

Description

The Help key. If you're ever unsure of what to do, press (Help).
Instructions or concise information appears in the Help window. Some
help messages may be too long to fit in the window. In this case, press

or as needed to see the entire message.

The Escape key enables you to “escape from” or cancel whatever you are
doing and return to the previous activity or screen. This key is the
equivalent of the Cancel button in dialog boxes that have Cancel buttons.

Arrow keys. Use arrow keys to highlight menu commands and to move
the cursor. Each time you press an arrow key, the highlight bar or the
cursor moves in the direction the arrow points. If a menu choice is not
currently available (it is grayed out), the highlight bar skips over it.

The Enter key. Use this key to tell Quicken that it's okay to continue, as,
for example, when you select from menus, or when you have finished
filling out a check that you want to record.

Use to move the cursor to the next field or button on the screen. Use
Shift to move the cursor to the previous field or button on the

screen.
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Writing Checks

The Write Checks screen

Filling out the check

Correcting mistakes

Recording the check

Reviewing checks you’ve written

Changing checks you’ve written

Deleting checks

More features

Having Quicken prepare your checks is a great convenience. Few banking
tasks are more satisfying than receiving a stack of finished checks from
your printer, ready for your signature.

Writing checks is just one way in which Quicken automates your finances.
Later chapters show how Quicken writes checks for you and enters entire
groups of transactions.

Writing checks with Quicken is easy because the check-writing screen
looks just like the paper check you're used to filling out. This chapter tells
you how to write checks, how to record checks in the Check Register, and
how to review the checks you’ve written. When you have finished, you'll
be ready to move on to the next chapter, where you’ll learn how to print
your Quicken checks.

Quicken tip: Use Quicken’s Write Checks screen only to write checks that
you are going to print with Quicken. For other transactions—such as
checks you have already written by hand, bank fees, deposits, electronic
transfers, and so on—use the Check Register, described in Chapter 5.
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The Write Checks screen

When you're ready to begin, select Write Checks from the Activities
Menu. The Write Checks screen appears (Figure 3-1).

The Write Checks screen displays a blank check. This is where you type
the information for each check you want Quicken to print. The screen
looks like the illustration below. Before you continue, take a moment to
study its features.

Type the payee The date always The name of the bank Type the amount. Quicken
exactly as you want appears in account you're using. automatically spells out the
the name to appear month/day/year amount on the next line.
on the check. format.

Nov 18, 1989  2:89 pm Quicken - LST_BANK Help Fy

Type the payee's dFile F2{Edit FaiSearchFdllQuick Entry FslActivitiesfs] | It FolTnid
name and address if
you want to mail the

check in a Quicken ELAR A
window envelope. \ DATE B1AE/AE
\ PAY 1D THE
~

ORDER OF $
DOLLARS

Type a memo to keep
track of spending or

to send a message to _ | ADDRESS
the payee. =

—

| i~
Use the scroll bar /
toreview checks

%gltJ;/; V;:il:]fgébm Ending Balance: $2,467.76

Press the on-screen Accept pushbutton when the Quicken calculates your new
check appears as you want it. Quicken records it and ending balance every time you
presents a new blank check for you to fill out. record a check.

Figure 3-1. Write Checks screen.
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Filling out the check

Date:

Pay to the
Order of:

Filling out a blank check on the screen is much like filling out a paper
check. You start with the date, then type in the name of the payee, the

amount of the check, and so on. Each time you fill in a field, press .
The cursor moves to the next field. You can also move around the check
by clicking any field with the mouse.

These are the fields that appear on each check:

The date appears in month/day/year format. Each time you start
Quicken, the date starts out as today’s date (your computer’s system date);
after you've written a check, the date that appears is the date of the last
check you wrote. You can leave the date as it is or change it.

If the date is correct:

® DPress to move the cursor to the Pay to the Order of field, or click
it with the mouse.

To change the date:

¢ If you've just displayed the Write Checks screen, or tabbed to the date,
it’s already highlighted. If not, drag the mouse to highlight the charac-
ters you want to change. As you press your first key, Quicken deletes
all of the highlighted characters and replaces them with what you type
in.

Or

Use the arrow keys to move the cursor to the right of the first digit you

want to replace. Use to delete characters and type new
ones. Quicken always inserts characters, rather than typing over them.

When you’ve made the change, press or click the next field with
the mouse.

Quicken tip: The easiest way to change any date in Quicken is to place the
cursor in the Date field and press or E . moves the date forward

one day ata time;E moves it backward. Hold down or[-] and
watch the days fly by.

The Payee is the person or business to whom you are writing the

check. Type in the name of the payee and press [Tab]. The cursor moves to
the Amount field. Or, you can always click the next field with the mouse.
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3-4

Amount:

Address:

Memo:

Type in the amount in numerals. Quicken ignores any dollar sign or
commas you may type and places them in the field automatically. When
the field is first selected, the cursor is at the left of the decimal point. As
you type the amount, the digits are inserted and pushed to the left. When
you type a decimal point, the cursor moves to the right of the decimal
point in the field and then inserts the cents digits. When you leave the
field, Quicken immediately spells out the amount on the next line. Press
to move the cursor to the first line of the Address field.

Note: The maximum amount for any single transaction is $9,999,999.99.

You need not type in a name and address unless you want to mail your
printed checks in Quicken’s window envelopes. To skip the address
section, press to move the cursor down to the Memo field.

To type an address:

Type in the payee’s name, address, city, state, and zip code. The address
can be up to five lines long. Press to move from one line to the next

(or click on the line). When the address is complete, press as many
times as needed to move the cursor down to the Memo field, or click it
with the mouse.

Quicken tip: To save time, you can have Quicken copy the payee’s name
into the address section for you. To do this, press the ditto key [Z] in the
first line of the address section (you need not press the shift key). Quicken
copies the payee to the first line of the address and the cursor moves
automatically to the second address line. Finish by typing the rest of the
payee’s address.

You need not add a memo to your check, but adding a memo is a useful
way to categorize your expenditures or to send a message to the payee.
(See Chapter 8, @Categories, for more information on categorizing expendi-
tures.)

To add a memo:

Type anything in the Memo field that you want.
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Quicken tip: If you'd like to add a longer memo, choose Split Transac-
tion from the Edit Menu, or press +. A Split Transaction dialog
box appears. This dialog box is designed to be used for “splitting transac-
tions”—apportioning the amount of the transaction to several categories—
but it can also serve as a notepad for your transactions. Type your com-
ments in the Memo column. When you are done, press the on-screen OK
pushbutton. Press the on-screen Cancel pushbutton to leave the Split
Transaction dialog box without adding anything.

Quicken saves the split in the Check Register when you press the on-screen
Accept pushbutton to record the check. If you use Quicken voucher
checks, you can print the Split Transaction comments on the voucher. For
more information, see Chapter 9, Split Transactions.

Quicken tip: If you'd like to print an additional message on your check—
such as a charge card number—you can have Quicken set up an extra
message field. For instructions on how to do this, see “Other Settings” in
Chapter 14, Changing Settings. The message field appears to the right of the
address section.

Correcting mistakes

If you make a mistake when you're typing, there are three ways to
correct it.

1. Typeover. Drag the mouse over the text you want to change. Or, use

[Ehift]+[2] or[€] to highlight the text without a mouse. Then type in
the new text. As soon as you press the first key, Quicken deletes all
highlighted characters and replaces them with what you type.

2. Delete. Use the mouse or + or to highlight the text you
want to get rid of; then press (the delete key), the accelerator key
for Clear on the Edit Menu.

Or

Use the arrow keys to place the cursor to the right of any character you

want to delete. Press to delete the letter to the left of the
Cursor.

Or

Place the cursor to the left of the characters you want to delete, and

press [Del].
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3. Insert. Click the mouse between any two letters to position the cursor
there. Begin typing; text inserts at that point.

Or

Use the arrow keys to position the cursor between any two letters.
Begin typing; text inserts at that point.

Recording the check

When you finish writing a check, you're ready to record it. Once Quicken
has recorded a check, it becomes a permanent part of your records in the
Check Register. Quicken deducts the amount from your account balance
and your new ending balance appears in the lower-right corner of the
screen.

To record a check:

Press the on-screen Accept pushbutton, or press , Or use to
underline the Accept pushbutton and press the space bar.

As Quicken records your check, the word RECORDING flashes in the
lower-left corner of the screen, and you hear a beep. The check you have
just written disappears from the screen and a new, blank check appears on
the screen. The date on the new check is the last date you entered. The
cursor is in the Pay to the Order of field, ready for you to type in the
information for the next check.

Quicken tip: If Quicken doesn’t seem to display a blank check, it’s be-
cause you have written—but not yet recorded—a check. Press the on-
screen Accept pushbutton to record the check. Quicken will then display a
blank check.

Reviewing and changing checks you’ve written

3-6

Once you've written and recorded your checks, you can review them
before printing either by using the scroll bar on the right side of the screen,
or [PgUp] and [PaPn] to “flip” through the checks at the Write Checks
screen. You can also review the checks in the Check Register. If you find a
mistake in a check you’ve written, you can correct it using the techniques
outlined above.
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To review unprinted checks at the Write Checks screen:

Click on the scroll bar to flip the checks up or down (for detailed directions
on using the scroll bar, see Chapter 1). Or, press to move back one
check at a time; press to move forward. To go to the first check
written, press [CtrT)+{Home]. Pressing will bring you to the

blank check. As you review checks, you can delete or change them any
way you like.

Once you have printed a check, you cannot review it at the Write Checks
screen. You can review printed checks only in the Check Register.

To review checks in the Check Register:

Choose Check Register from the Activities Menu or press +|E|. The
Check Register appears. Figure 3-2 shows the Check Register.

Payment column shows “X” or asterisk (*) indicates Deposit column shows Balance column
funds going out of account. cleared on bank statement.  funds coming into the shows funds in

account. the account.

Feh 20, 1985 10:36 am Quicken - C:\DESKNIST_BANK

— {File Faidit FafiSeareh P4l Quick EntryFsjActivitiesFe ‘

PAYE PQ%T @ %PUSIT BALANCE
Date column. \ — pECTNNING | a

Check number column.

[ %8% Opening Balance ™~ Xl| 2,5@0.00| 2,500.00
2/15(|328 |[Pathway Market 32.24 2,467.76
Checks yet fo bf g 1989 Food for Office Party
printed are marked —__ || 57771335 (1Boh’s Office Supply 586.24 1,881.52
with asterisks. 19689 New desk and chair
Pacific Telephone Co, 100.00 1,781.52
Phone service deposit

Payee is on top line;
memo is on bottom
line.

Ending Balance: 51,781.52

Figure 3-2. Quicken’s Check Register.

Quicken arranges the Check Register in chronological order (earliest date
first). The Check Register displays all the information written on the
checks, except for the address, split transactions, and extra message field if
any. Unprinted checks are indicated by five asterisks (*****) in the Number
(Num) column. Once the check is printed, Quicken replaces the asterisks
with the actual check number.
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If you want to see a split transaction, move to that transaction and press

+[5]. If you want to see an address on an unprinted check, you can
do so by reviewing the check at the Write Checks screen. However, you
can do this only for unprinted checks. Once a check is printed, it appears
only in the Check Register and the address can no longer be seen.

There are several ways you can move through the Check Register:

o  Click the scroll bar with the mouse to scroll the Check Register
forward or backward. See Chapter 1 for instructions on using the
scroll bar.

o Use and to move through the Check Register one transaction at
a time.

e Use or to scroll one screen up or one screen down.

e DPress +{Heme] to go to the beginning of the Check Register; press
+ to go to the end.

e Use +#1] and +{1] to move a month at a time.

As you review checks in the Check Register, you can delete or change them
as you like. Changes you make to a check that has not yet been printed
(indicated by asterisks in the Number column) will appear on the check
when you print it.

To return to the Write Checks screen:

Choose Write Checks from the Activities Menu or press +W].

For more information on how to use the Check Register, see Chapter 5,
Using the Check Register.

Deleting checks

3-8

You may want to delete an entire check you've written—perhaps a practice
check or a check that is incorrectly filled out. If you have not yet printed a
check, you can delete it from either the Write Checks screen or the Check
Register. Just select Delete Transaction from the Edit Menu You can also
use +P]. Whichever method you use, the result is the same—the
check is deleted from the Check Register and from the set of checks that
you have written but not yet printed.
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To delete a check at the Write Checks screen:

1. From the Edit Menu, choose Delete Transaction or press +@.
Quicken displays its Deleting Transaction dialog box, Figure 3-3.

Deleting Transaction

Are you sure you want to delete
this transaction? (Press No to
return to editing)

Figure 3-3. Deleting Transaction dialog box.

2. If you wish to delete the transaction, press the on-screen YES pushbut-
ton. Quicken completely deletes the check both from the Write Checks
screen and from the Check Register.

Or
Press the on-screen NO pushbutton or press [Es¢] to cancel the dele-

tion.

To delete a check from the Check Register:

1. Select the transaction you want to delete by clicking on it or using
or 4] to select it with the highlight box.

2. From the Edit Menu, choose Delete Transaction or press [Ctr1]+{D].
Quicken displays its Deleting Transaction dialog box, Figure 3-3.

3. If you wish to delete the transaction, press the on-screen YES pushbut-

ton. You can also press [Enter]. Quicken deletes the check that you
have highlighted in the Check Register.

Or
Press the on-screen NO pushbutton or press to cancel the
deletion.
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More features

You now know the basics of writing, recording, and reviewing checks with
Quicken. In later chapters you'll learn about additional check-writing
features. These include:

Memorize and Recall, which makes it easy to write checks for recurring
bills. (See Chapter 6.)

Expense Categories, which helps you keep track of where your money is
going. (See Chapter 8.)

Split Transactions, which lets you allocate a single check to several
different expense categories. (See Chapter 9.)

Postdating Checks, which allows you to write checks now for future
printing and payment. (See Chapter 10.)
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Chapter 4

Printing Checks

Quicken checks and your printer

Ordering checks and supplies

Selecting the Print Checks feature

Printer setup

Positioning checks in your printer

Printing your checks

Printing postdated checks

Correcting printing problems

In this chapter you’ll learn how to print the checks you've written and
recorded. To print your Quicken checks, all you have to do is position the
checks in your printer, assign a starting check number, and give the signal
to start printing.

You can use the sample checks enclosed in the Quicken package for
practice. To pay bills with Quicken, you'll want to order your own
personalized Quicken checks (use the enclosed check order form and see
Appendix E for details). The checks you order will come with your name,
address, account number, bank name, and all the information required by
financial institutions. They are accepted everywhere your checks are
accepted now. You need no special permission from your bank to start
using Quicken checks. They are economical and fit all printers including
laser printers.

Some printers waste the first check. If yours does, order Quicken Forms
Savers™, which enable your printer to print on the very first check.

For complete information on Quicken checks, Forms Savers, and other
supplies, see the Supplies Order Form enclosed in your Quicken package,
or choose Order Supplies from the Activities Menu.
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Quicken checks and your printer

The illustration below identifies some key features of Quicken paper
checks positioned in a typical printer. Take a moment to study the
illustration; then follow the instructions under “Selecting the Print Checks
feature” later in this chapter for positioning checks in your printer.

Quicken checks are printed Quicken checks are Quicken checks are universally accepted.
on continuous-form paper personalized with your name They contain all information that financia!
for easy loading and fast, and address—and company institutions need.

uninterrupted printing. logo, if you wish.

Quicken checks fit Quicken window
envelopes. Both your address and the
payee’s address appear in the windows,
eliminating the need to address
envelopes.

Quicken checks fit all printers that use plain
paper—either letter quality or dot-matrix
printers, with or without tractor feed. Checks
for laser printers are also available.

Figure 4-1. Quicken checks in a typical printer.
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Quicken checks come in two formats: continuous-form checks for easy
insertion and fast, uninterrupted printing in traditional printers, and laser
checks for use with printers such as the Hewlett-Packard Laserfet™.

All Quicken checks fit Quicken window envelopes; both your address and
the payee’s address appear in the windows, eliminating the need to
address envelopes.

When you use Quicken to write checks, you print them on printer-ready
personalized checks that you order from Intuit. You can use the sample
checks enclosed in the Quicken package for practice.

This chapter tells you all you need to know about printing checks,
including how to:

*  Order checks and supplies

¢ Position the checks in your printer
* Print your checks

* Correct printer problems.

Ordering checks and supplies

In order to use Quicken to write and print checks, you'll want to order
supplies soon. Supplies available from Intuit include:

¢ Personalized Quicken checks
Quicken checks come with your name, address, account number, bank
name, check numbers, and all the information required by financial
institutions. Intuit guarantees that they will be accepted everywhere
your checks are accepted now. They are economical, and fit all print-
ers (other than thermal-paper printers) and come in both regular and
voucher style.

¢ Forms Savers
Some printers, particularly those with tractor feed, waste the first
check. Quicken Forms Savers allow your printer to print on the very
first check, saving you money.

* Window envelopes
Quicken window envelopes are specially designed to work with
Quicken checks. Both your address and the payee’s address printed
on the check show through the envelope’s windows, eliminating the
need to address envelopes, and saving you time.
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You'll find a Supplies Order Form enclosed in the Quicken package. Use it
to order your checks and envelopes.

If you don’t have an order form—or if you need another—you can print
one on your printer. For instructions, choose Order Supplies from the
Activities Menu after you start Quicken, and follow the directions that
appear on the screen.

Selecting the Print Checks feature

Printing checks is easy with Quicken.

To print checks:

1.

Choose Write Checks from the Activities Menu. Quicken displays the
Write Checks screen.

From the File Menu, choose Print Checks. Quicken displays the Print
To dialog box (Figure 4-2).

Print To

Fite

File name; | |
l‘age ge%up H

Page Setup 3

Pring fo 8 Privber

Page Setup 4
1| Page Setup 3
1| Page Setup 6

Figure 4-2. Print To dialog box.

Select the Page Setup you want. Page Setup controls margins, the
number of lines you print per page, and type size. If this is the first
time you have printed checks with Quicken, just choose Page Setup 1,
which works for most printers. Full details about Page Setup are
available in Chapter 14, Changing Settings.

Note: You cannot print checks to a filename on disk; the File button is
unavailable (grayed out) when printing checks. The Page Setup dialog
box is used only to select a Page Setup.
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4. When you have selected a Page Setup, press the on-screen OK push-
button in the Print To dialog box; Quicken displays the Print Checks
dialog box (Figure 4-3).

Print Checks

Print checks dated through: |11/22/89
Starting check number: | 1001

@ Regular Checks

& Voucher Checks

For help in positioning checks, press Sample.

Figure 4-3. Print Checks dialog box.

Print Checks dialog box

Print checks
dated through

Starting check
number

Regular Checks or
Voucher Checks

Print

Sample

Cancel

You tell Quicken which checks to print at the Print Checks dialog box.

You can print checks through any date. By setting this date past
the current date, you can print postdated checks. See Chapter 10,
Postdating Checks, for more information.

You set the first check number for Quicken to use. Quicken
remembers the number of the last check it printed and remembers what
number to start with next time.

Press one of these on-screen buttons. Voucher checks have a

blank stub, or voucher, at the bottom of each check. Regular checks do not.
Typically, you would use the voucher to itemize what the check covers, for
example, a list of invoice numbers and amounts (see Chapter 9, Split
Transactions). If you want a second copy of a check for your own records,
order two-part checks that make a carbonless copy of every check you
print.

Press the on-screen Print pushbutton to begin printing checks.

Press the on-screen Sample pushbutton to use Quicken’s patented
alignment method to run a test to see if your checks are aligned correctly in
the printer; Quicken will realign checks automatically if necessary (U.S.
Patent # 4725156).

Press the on-screen Cancel button to return to the Write Checks screen
without printing anything.

Quicken User Manual « 4-5



Chapter 4. Printing Checks

Printer setup

Choose Page Setup from the File Menu to create a special Page Setup—
margins, type size, etc.—for printing checks. Chapter 14, Changing Settings,
contains complete information about Page Setup and changing Quicken’s
settings.

Quicken tip: It's a good idea to try printing with Quicken before making
any setup changes. Since the program comes ready to work with most
popular printers, you'll probably find that you won't have to change a
thing.

Positioning checks in your printer

Before you begin printing, you must load checks into the printer and
position them so that the printing starts in the first field of the check (the
date). The first time you print with Quicken, you should have Quicken
print a sample check to help you determine the correct alignment.

To position checks in your printer:

1. Load the checks into your printer just as you would any continuous-
form computer paper. Be sure that your printer is turned on and is on
line or “selected.”

2. With the Print Checks dialog box on screen, press either the on-screen
Regular Checks or Voucher Checks button, depending on which
format you are using. Press the on-screen Sample pushbutton.

3. Quicken prints a sample check. The Sample Check dialog box
appears. DO NOT MOVE THE CHECKS UP OR DOWN IN THE
PRINTER; Quicken will do this for you.

4. Without moving the checks in the printer, look at the printed sample
check. You will see a series of XXXX'’s typed in for the Date and the
Amount, the word Payee typed in for the Pay to the Order of field,
and the words “This is a void check” typed in the Memo field. If the
check printed correctly, the type should rest just above the lines on the
check.
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If the sample check is printed correctly:

Press the on-screen OK pushbutton and follow the instructions given in
“Printing your checks” later in this chapter.

If the sample check is NOT printed correctly:

Look at the line labeled POINTER LINE on the check. The arrows at each
end of the line point to numbers printed along the edges of the check in the
tear-off strip. Note the number that the arrows point to. This is the
position number.

POINTER 1INE ===

Figure 4-4. The Pointer Line as it appears when printing a sample
check.

Quicken tip: DO NOT move the checks in the printer by hand. Doing so
after the sample check is printed will interfere with Quicken’s automatic
alignment.

Type the position number in the Position number window. Press the on-
screen OK pushbutton. Quicken automatically advances the checks in the
printer as necessary and prints another sample check.

The vertical positioning of the check should be almost perfect. At this
point, you can make any final adjustments, including side-to-side
positioning, by hand. If a half-line adjustment is needed—for example, if
the printing is slightly above the line—use the knob on the side of your
printer to move the check up a half line. If the printing is too far to the
right or left, move the checks to the right or to the left. Now is a good time
to note the correct position of the check for future positioning (see below).

When the checks are positioned correctly:

Press the on-screen OK pushbutton to continue with the check-printing
process.
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Note check positioning for future printing

Once your checks are positioned correctly, look for a way to align a visible
part of your printer, such as the sprocket cover or tear-off bar, with one of
the position numbers at the edge of the check. After you've found
something to use as an alignment cue, make a note of it. Then you’ll be
able to align your checks visually each time you load your printer, and you
won’t have to go through the process of printing another sample check.

Printing your checks

After you have properly aligned your checks, Quicken again displays the
Print Checks dialog box as in [Figure 4-3 The Print checks dated through
area is highlighted.

1. Type in the date through which you want to print checks. The default
is the current date. You can print postdated checks by typing a future
date here.

2. Select the Starting check number field, and type in the number of the
first check you want printed. The first time you use Quicken, the
check number appears as 1001. If that is not correct, press or[-] to
advance or reduce the number by one, or type in a different starting
number. After you have printed checks with Quicken once, the
program remembers the last check number you printed, and automati-
cally proposes the next number in series as your new starting number
each time you print checks.

3. Press either the Regular Checks or Voucher Checks on-screen button
depending on which format of check you are using.

4. Press the on-screen Print pushbutton. Quicken prints the selected
checks.

When your checks are done, a window asking Did checks print OK?
appears. Now you can look over your printed checks and reprint any that
are printed incorrectly.

If all the checks printed correctly:

Press the on-screen OK pushbutton. Quicken returns you to the Write
Checks screen, where you can continue writing checks.
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If any checks printed incorrectly:

1. Type in the number of the first incorrectly printed check (Quicken
shows you the range of check numbers of the checks it attempted to
print). If none of the checks printed correctly, the number you type in
is the starting check number for this run.

2. Press the on-screen OK pushbutton. Quicken returns you to the Print
Checks dialog box, where you can perform the check alignment test
again if necessary.

3. When you have finished realigning your checks, press the on-screen
Print pushbutton. Quicken reprints the incorrect checks.

Quicken tip: If you need to reprint incorrectly printed checks at some later
date, you can do so by going to the Check Register, finding the check you
want to reprint, and typing an asterisk (*) in the Number (Num) column.
Quicken replaces the check number with a row of asterisks and considers
the check unprinted. Record the transaction. You can then go to the Write
Checks screen and print the check. Similarly, to prevent Quicken from
printing a check you’ve written, delete the asterisks from the Num column
in the Check Register.

When you change a check number to asterisks to reprint a check, any
address the original check may have had is deleted. To add an address to
the check after changing the check number to asterisks, go to the Write
Checks screen and scroll through the checks until you find the one you
want. Then type in the address and press the on-screen Accept
pushbutton.

Printing postdated checks

Quicken lets you postdate checks and print them now or later. To print
postdated checks, type the date of the checks through which you want
Quicken to print in the Print checks dated through field of the Print
Checks dialog box.

Postdated checks whose dates have come due will be printed
automatically whenever you print checks. For more information, see
Chapter 10, Postdating Checks.
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Correcting printing problems

Some of the most common printing problems and their solutions are listed
in the following chart. If you continue to have problems, consult your
printer manual or call Intuit Technical Support at (415) 322-0590.

Quicken tip: If you notice a problem while your checks are being printed,

you can stop the printing process by pressing [Esc] or by pressing the
Cancel pushbutton. Quicken tells you that printing is interrupted; press
OK to resume printing or press the on-screen Cancel pushbutton or
to stop printing completely (you cannot resume after pressing Cancel or

[Esc]).

If your printer continues to print after you press the on-screen Cancel
pushbutton or press [Esc], your printer probably has a buffer. A buffer
enables the printer to continue printing even after the computer tells the
printer to stop. To stop this kind of printer quickly, turn the printer’s
power switch off.
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Problem

Solution

Printer doesn't print.

Check equipment. Connect cable securely to printer
and computer. Make sure Quicken is set to print to
the correct printer port (e.g., LPT1) on the Setup
Printer dialog box of the Setup Accessory. See
Chapter 14, Changing Settings.

Il

Print falls too high or
too low on the check.

Move checks up or down. See “Positioning checks in
your printer” on page 4-6

Print is too far left.

Reposition checks horizontally.
Move checks to the left.

Print is too far right.

Reposition checks horizontally.
Move checks to the right.

A

Print is OK on left side
but doesn’t reach
right side.

“Pitch” setting is wrong. See Chapter 14, Changing
Settings. Readjust Quicken to 12 characters
per inch.

Print is too long on both
left and right sides.

Pitch setting is wrong. See Chapter 14, Changing
Settings. Readjust Quicken to 10 pitch.

| |

Date printed on
left of check.

Pitch setting is wrong. See Chapter 14, Changing
Settings. Readjust Quicken to 10 pitch.

I

Print is double-spaced.

Turn on the Line feed filter on the Setup printer
dialog box of the Setup Accessory. See Chapter 14,
Changing Settings.
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Using the Check
Register

The Check Register

Adding transactions to the Check Register

Reviewing the Check Register

Revising the Check Register

Changing the balance

Printing the Check Register

More features

The Check Register is Quicken’s record of your checking account.
Quicken’s Check Register looks and works like your paper check register.
When you press the on-screen Accept pushbutton to record a check at the
Write Checks screen, it appears in the Check Register and becomes a
permanent part of your records.

You can use the Check Register to record all other transactions that affect
the balance in your checking account. These include checks written by
hand, automatic teller machine (ATM) transactions, electronic transfers,
deposits, and checking account fees and interest. In addition, you can use
the Check Register to keep a record of transactions that don’t involve your
checking account. These include credit card and cash transactions, and
business transactions that don’t affect cash. For more information, see
Chapters 15, 16, and 17, Home Uses of Quicken and Business Uses.
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The Check Register

You add transactions to the Check Register by typing in the appropriate
information and pushing the on-screen Accept pushbutton to record it.
You can change or delete any kind of transaction that you have recorded in
the Check Register. As you work, Quicken arranges your transactions in
chronological order and calculates your new balance. You can review or
print out the Check Register any time you want.

Displaying the Check Register

Choose Check Register from the Activities Menu. You can also press

[Ctr1+{R]. Quicken displays the Check Register. shows the
different parts of the Check Register.

Moving around the Check Register

The transaction with the dark box around it is the currently selected
transaction. The box is called the selection box. All typing or other
changes (such as deleting) affect only the selected transaction. There are
several ways to move around the Check Register and select different
transactions.

With a mouse:

e Click a particular transaction with the mouse. Quicken moves the
selection box to that transaction; you have selected it.

e Click the up arrow and down arrow at the ends of the scroll bar with the
mouse. Quicken moves the selection box up or down the Check
Register by one transaction.

e (lick the scroll bar above or below the elevator box. Quicken moves
the selection box up or down the Check Register by one page (six
entries).

¢ Drag the elevator box up or down the scroll bar with the mouse.
Quicken moves its selection box to that relative position in the Check
Register when you release the mouse button.

With the keyboard:

® Press or on the keyboard. Quicken moves the selection box up
or down one transaction.

® Press or on the keyboard. Quicken moves the selection

box up or down the Check Register by one page (six entries).
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e DPress 1] or +4] to move the selection box to the first

transaction of the previous or the next month.

e Press [Ctrl]+[Home] or [Ctrl}+{End] to move the selection box to the
beginning or to the end of the Check Register.

Quicken puts Opening Balance: initial deposit Use the C (cleared) Column to Amount
transactions in or the balance carried forward check off cleared transactions of
chronological order.  from paper check register. when you reconcile your account. deposit.

ber of a Jan 19, 1990 12:30 am Quicken - C:\DESK\NIST_BANK Help Fy
Number o {File FaiEdit Fal SearchFalQuick EntruFsiActivitiesFs[\ /1! FolXrd

printed or
| . PAYEE/NEND |
\ — | ——

handwritten check.
BEGINNING "e——m q
2,500,908 2,500.00

1 18 Opening Balance
Top line for Payee, S
11/22(1328 ||Pathway Market 32.24 2,467.7
bottom for Memo. —___ |19 Food for Office Party
1122 Bob’s Office Supply 586,24 1,881.52
1955 New desk and charr
11/22(wewee | Big Time Telephone Co, 100,09 1,781.52
) il Phone service deposit / )
Asterisks indicate ]
checks written but 1989 \

not yet printed. — — mﬁ — | — *l

Ending Balance; 41,781.52

Enter new / \
transactions at the

end of the Check Amount of check Quicken calculates new balance
Register. or payment. after each transaction.

Figure 5-1. Quicken’s Check Register.

Adding transactions to the Check Register

You type transactions into the Check Register in much the same way you
fill in a blank check at the Write Checks screen. Transactions you add to
the Check Register may be bank fees, automatic teller machine (ATM)
transactions, deposits, or checks you have written by hand. You should
add any transaction that affects the balance in your account to the Check
Register. Always add transactions to the last blank transaction area at the
bottom of the Check Register. Quicken will move it to the correct chrono-
logical location in the Check Register for you. All transactions fall gener-
ally into two categories, deposits and payments.
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To add a transaction to the Check Register:

1. Make sure you're displaying the Check Register. Choose Check
Register from the Activities Menu.

2. Drag the elevator box to the bottom of the scroll bar or press

+ to display the last transaction in your Check Register.
You have reached the last transaction when you see the End Bar and
the blank Check Register transaction.

3. If not already selected, select the blank Check Register transaction.

Quicken tip: If you find that there is no blank transaction at the
bottom of the Check Register, it’s because you have written—but not
yet recorded—a transaction. Press the on-screen Accept pushbutton to
record the transaction. Quicken will then display a blank transaction.

4. Type in the transaction that you wish to enter.

e To move the text entry cursor from field to field, press or
check the field you want to move to.

o Use and to move the cursor one space at a time.

* You can correct any typing mistake you make. See “Correcting

mistakes,”

e If you type in an incorrect date, for example, February 35, Quicken
tells you you’ve entered an “invalid date” and won'’t let you move
on until you’ve corrected it.

5. When you are satisfied with the information you’ve typed into the
blank transaction, press the on-screen Accept pushbutton. Quicken
moves your transaction to its proper place in chronological order, then
creates a new blank Check Register transaction, and moves the selec-
tion box to it. By pressing the on-screen Accept pushbutton, you make
the transaction a permanent part of your records. (You can alter and
delete entries after you have accepted them. See “Revising the Check

Register,” .)

How Quicken organizes your transactions

5-4

Each time you record a transaction, Quicken automatically places the
transaction in chronological order in the Check Register and recalculates
all subsequent balances. This keeps your records in order no matter when
you enter transactions.
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For example, suppose the date at the end of the Check Register is 2/27/89
and you want to enter an automatic teller machine (ATM) withdrawal
made on 2/10/89. All you have to do is type the transaction at the end of
the Check Register with a date of 2/10/89 and press the on-screen Accept
pushbutton to record it. Quicken automatically moves the transaction
where it belongs.

Quicken keeps transactions in order first by date and then by check
number within that date. Transactions without check numbers appear in
the order (within the date) in which you entered them. Whenever Quicken
moves a transaction into chronological order, the word MOVING appears
next to RECORDING when you record the transaction.

Typing a deposit into the Check Register

A deposit is any money added to your account. Deposits include interest or
transfers into the account.

To enter a deposit:

1. Move to the blank Check Register transaction just above the End Bar.
Move the cursor to the Date column.

2. To change the date, use[*] or[=]; or highlight the date with the
mouse and delete; or backspace to delete and retype—just as you do
when filling out a check.

3. DPress twice to move to the Payee/Memo column, or click the
Payee/Memo column to move the cursor there.

4. Type in the word Deposit (or any other identifying word or phrase you
want).

5. DPress three times to move the cursor to the Deposit column (you
can also click the Deposit column to move the cursor there).

6. Type in the amount of the deposit just as you would type in the
amount on a check. Remember, type the amount without dollar signs
or commas.

7. When you are satisfied with the deposit amount, press [Tabl. Quicken
moves the cursor to the Memo line—the second line in the Payee/
Memo column. You can also click the Memo line.
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8.

Type in a memo, if you wish. Memos are optional. You can use the
Memo line to categorize different kinds of deposits—such as paycheck
or interest—or to write a note to yourself. See Chapter 8, @Categories,
for more information on Quicken’s categories.

Press the on-screen Accept pushbutton to record your deposit.
Quicken moves your transaction into proper chronological order.

Quicken tip: You can add a longer memo to a transaction. Use Quicken’s
Split Transaction dialog box as a memo pad. Here’s how:

1.

When it’s time to type in your Memo line information, choose Split
Transaction from the Edit Menu. Quicken displays its Split Transac-
tion dialog box. You can also use the accelerator key combination,

[Etr]+5].

Type your extended memo into the lines of the Split Transaction
dialog box.

When you’re satisfied with your typing, press the on-screen OK
pushbutton. Quicken closes the dialog box and saves your extended
memo.

Or
Press the on-screen Cancel pushbutton. Quicken closes the dialog box

and does not save the extended memo information. For more informa-
tion on Split Transactions, see Chapter 9.

Typing a payment in the Check Register

A payment is any money subtracted from your account, for example,
withdrawals, checks, or service charges.

To type a payment in the Check Register:

1.

Move to the blank Check Register transaction just above the End Bar.
Move the cursor to the Date column.

To change the date, use [*|or [=]; or highlight the date with the mouse
and delete; or backspace to delete and retype—just as you do when
filling out a check.
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3. DPress to move to the Num column, or click on the column. If the
transaction you are typing in is a handwritten check, type in the actual
check number. If the transaction is normally not numbered (for
example, an ATM withdrawal), just bypass the Num column by
moving on to the next step.

Quicken tip: Press when the cursor is in the Num column and
Quicken automatically enters a check number one greater than the last
one you entered into the Check Register. Once you have displayed a

check number this way, increases it and E decreases it.

4. Press to move to the Payee/Memo column, or click the Payee/
Memo column to move the cursor there.

5. Type in the payee’s name (or any other identifying word or phrase you
want).

6. Press to move the cursor to the Payment column (you can also
click the Payment column to move the cursor there).

7. Type in the amount of the payment just as you would type in the
amount on a check. Remember, type the amount without dollar signs
and commas.

8. When you are satisfied with the payment amount, press three
times. Quicken moves the cursor to the Memo line—the second line in
the Payee/Memo column. You can also click the Memo line.

9. Type in a memo, if you wish. Memos are optional. You can use the
Memo line to categorize different kinds of expenditures—such as
groceries, clothing, or utilities—or to write a note to yourself. See
Chapter 8, @Categories, for more information on Quicken'’s categories.

10. Press the on-screen Accept pushbutton to record your payment.
Quicken moves your transaction into proper chronological order.

Reviewing the Check Register

You can review your Check Register at any time. You can move the
selection box through the Check Register by transaction, by page, or by
month, and go to the beginning or end of the Check Register by using
Quicken’s scrolling keys and scroll bar. To find specific transactions, you
can use Quicken’s Find and Go to Date features.
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Using the scrolling keys

Using Find

Press: To do this:
or Move up or down one transaction at a time.
or Move up or down one screen at a time (six

Check Register entries).
1] or +{4]  Move to the beginning of the previous/next

month.
+Hom Ezl Move to the beginning of the Check Register.
+ Move to the end of the Check Register.

Quicken tip: If you have a mouse, you can also use the scroll bar to move
through the Check Register.

The Find feature on the Search Menu locates specific transactions without
scrolling through the entire Check Register. You can find a transaction
even if you don’t know all the information contained in the transaction.

Note: You can also use Find at the Write Checks screen to find a specific
check that has been written but not yet printed.

To find a particular Check Register transaction, display Quicken’s
Transaction to Find dialog box and type in search criteria following a few
simple rules (outlined below). Quicken searches through the transactions
in the Check Register and locates the one that matches the criteria you've
supplied. If the transaction it finds is not the one you're looking for (you
may have several transactions with “Phone Company,” for example), you
tell Quicken to search forward to find the next transaction that matches—
or search backward to find the previous one, if you find you’ve gone too far
through the Check Register. In this way, you can search through hundreds
of transactions very quickly. shows the Transaction to Find
dialog box.
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Transaction to Find

PAYEE/MEMO DEPOSIT

. .phone. .

Figure 5-2. Transaction to Find dialog box.

Rules of the search

Num

Payee/Memo

Payment

You can locate a transaction by matching one or more of the Check
Register fields: Num (check number), Payee, Memo, Payment, C (cleared),
and Deposit.

¢ If you enter information in only one of the fields (for example, Payee),
Quicken finds a transaction in the Check Register that matches that
field only—no matter what is in any other field.

¢ If you enter information in two or more of the fields, Quicken finds a
transaction in the Check Register that matches all criteria.

There may be times you don’t know exactly what you're looking for. For
example, maybe you wrote a check to Jack’s Towing, but remember only
the name Jack or that the company did towing. Quicken allows you to
search the Check Register following these rules:

You can enter an asterisk (¥) to find any check that Quicken has not yet
printed. You can enter two periods (..) to find any check that has a check
number (e.g., Quicken has printed it). Or, you can enter the full check
number (for example, 456).

You can type the exact Payee name or Memo information. The top line of
the Payee/Memo column is the payee field and the bottom line is the
Memo field. If you don’t know the full name or memo, you can type in
what you do know and use two periods (..) to represent the rest. For
example, ..Smith finds Dr. Smith and William F. Smith. The phrase
..phone.. finds both Phoneland and Mountain Telephone Co.

You must enter the exact dollar amount you're searching for.
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Using Go to Date

5-10

C(cleared)  To search for cleared transactions, type an X in the C (cleared) column. To
search for uncleared transactions (transactions for which the C column is
blank), type a period (.). To search for transactions marked with an
asterisk (newly cleared transactions), type an asterisk (*).

Deposit  You must enter the exact dollar amount you're searching for.

To use Find:

1.

2.

Choose Check Register or Write Checks from the Activities Menu.

Choose Find from the Search Menu. You can also press +.
Quicken displays the Transaction to Find dialog box, as in

Type in a word, number, or phrase that matches the transaction you
want to find, according to Quicken’s search rules.

Press the on-screen Next pushbutton to search forward; press the on-
screen Prev pushbutton to search backward. Quicken locates the
transaction in the Check Register or Write Checks screen (if it exists),
and selects it.

Or

Press the on-screen Cancel pushbutton to leave the Transaction to
Find dialog box without finding any transaction.

To find the next transaction that matches your search criteria, choose
Find Next from the Search Menu (or press +|E). To find the
most immediate previous transaction that matches your search criteria,
choose Find Previous from the Search Menu (or press +E]).
Quicken uses the same criteria you last entered in the Transaction to
Find dialog box.

Use the Go to Date feature to find transactions by date.

To use Go to Date:

1.

2.

Choose the Check Register from the Activities menu.

From the Search Menu, choose Go to Date, or press +@.
Quicken displays its Go to Date dialog box, as in[Figure 5-3.
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Go to Date

Date to find: |11/24/89

Figure 5-3. Go to Date dialog box.

3. Type the date you want to find in the Date to find field.

4. Press the on-screen OK pushbutton. Quicken searches through the
Check Register and locates the first transaction it finds in the search
with the date you typed in. This could be the first or last in the series,
depending on the direction of the search. If there is no transaction
with the date you specify, Quicken goes to the one that is closest to
(and earlier than) that date.

Or

Press the on-screen Cancel pushbutton. Quicken leaves the Go to
Date dialog box and locates no transaction.

Quicken tip: You can also use Find and Go to Date to find unprinted
checks while you are at the Write Checks screen. The feature works as it
does in the Check Register.

Revising the Check Register

You can change or delete any transaction in the Check Register. When you
have finished making changes, press the on-screen Accept pushbutton to
record the changes. Quicken recalculates all subsequent balances, if
necessary.

To change a transaction:

1. In the Check Register, select the transaction you want to change.

2. Select the part of the transaction you want to change—check number,

payee, memo, cleared status, etc. You can also use to move from
field to field within each Check Register transaction and make the

desired changes.

3. Press the on-screen Accept pushbutton to record the changes in the
Check Register.
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To delete an entire transaction:

1. In the Check Register, select the transaction you want to delete.

2. Choose Delete Transaction from the Edit Menu. You can also press
+@. Quicken asks for confirmation before it deletes the transac-
tion. Press the on-screen YES pushbutton to confirm. Quicken deletes
the selected transaction and recalculates all subsequent balances. Or,
press the on-screen NO button, and Quicken returns to the transaction
in the Check Register without deleting it.

Quicken tip: Once you have deleted a transaction, you cannot recover
it. Be sure you want to delete a transaction before you press the on-
screen YES pushbutton.

Changing the balance

5-12

The only column in the Check Register that you cannot change by normal
editing is the Balance column. If you want to change the balance, you must
add a payment or deposit transaction to the Check Register.

To adjust the balance:

1. Select the last blank Check Register transaction (press +).

2. Change the date if you wish.

3. Move to the Payee field. Type in the words Balance Adjustment (or
whatever designation you want).

4. Follow the steps below to increase or decrease your balance.

To increase your balance:

e Type the amount of the increase in the Deposit column and press the
on-screen Accept pushbutton to record it. Quicken calculates your
new balance.

To decrease your balance:

* Type the amount of the decrease in the Payment column. Press the on-
screen Accept pushbutton to record it. Quicken calculates your new

balance.
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Printing the Check Register

You can print transactions from any portion of your Check Register—a day,
a week, a month, a year, or more. You then have a printed record of the
period of time covered.

To select Print Register:

1. Display the Check Register by choosing Check Register from the
Activities Menu, or by pressing [Ctr1]+R].

2. From the File Menu, choose Print Register. Quicken displays the
Print To dialog box, as in Figure 5-4. For more information about the
Print To dialog box, see Chapter 14, Changing Settings.

Print To
Print to: Printer
File
File name; | |

[|% Page Setup 4

Hage Ee eup 9

Page Setup 3
Page Setup 4
1 Page Setup J
{ | Page Setup 6

Figure 5-4. Print To dialog box.

To print to a printer:

1. Press the Printer button. Press to move to the Page Setup list.

2. Select the Page Setup you want to use for this printing. You can use

and [4] to select a Page Setup, or you can click the appropriate Page
Setup with the mouse.

3. Press the on-screen OK pushbutton. Quicken displays the Print
Register dialog box.
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To print to a file:
1. Press the File pushbutton. Press to move to the File name field.
2. Type the pathname and filename to which you want Quicken to print.

3. Press the on-screen OK pushbutton. Quicken displays the Print

Register dialog box.
The Title (optional) prints at the Enter the date range you want
top of each page printed. Quicken to print.

Print Register

Print transactions ron:|11/ 1/89| to:|11/30/89|

instead of two.
\ Title Coptional): [Check Register, as of Novewher 1389 |

Check here to print O Print one line per transaction
transaction splits. — 4[] Print transaction splits

Check here to print each
transaction on one line

Figure 5-5. Print Register dialog box.

=

Select the from and to Date fields and type in the date
range of transactions you want Quicken to print.

w

Select the Title field if you want to type in a title, such as CHECK
REGISTER, AS OF NOVEMBER 1989.

&

If you want each transaction to print on one line instead of two, check
the box next to Print one line per transaction.

7. If you want to print transaction splits, check the box next to Print
transaction splits.

8. When you are satisfied with your print settings, press the on-screen
OK pushbutton. Quicken begins printing the Check Register.
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More features

Now that you know the basics of using the Check Register, you can use
many of Quicken’s advanced features. These include:

Memorize and Recall, which reduces the number of keystrokes needed to
type recurring transactions such as paycheck deposits and mortgage
payments. (See Chapter 6.)

@Categories, which helps you keep track of where your money is coming
from and where it is going. (See Chapter 8.)

Split Transactions, which allocates a single transaction to different
@Categories. You can also split transactions already recorded in the Check
Register, if you wish. (See Chapter 9.)

Postdating, which lets you enter transactions now that will affect your
balance in the future. (See Chapter 10.)
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Chapter 6
Memorizing
Transactions

Memorizing transactions

Recalling memorized transactions

Changing memorized transactions

Deleting memorized transactions

Printing the Memorized Transactions List

In this chapter you'll learn how to use one of Quicken’s most valuable
time-saving features—Memorized Transactions. This feature allows
Quicken to memorize checks and other transactions that you write repeat-
edly (for example, mortgage payments, utility bills, and paycheck depos-
its). When you want to enter such transactions again, you just tell Quicken
which one you want, and Quicken types it out for you automatically.

Quicken can memorize any transaction you have typed at the Write
Checks screen or in the Check Register. Then when you recall a transac-
tion, with only a few keystrokes you can fill out an entire transaction, or
only a few parts (for example, the amount and the memo, or the payee and
the address). This allows you to set up “templates” for checks that have
similar information in some parts, but different information in others (for
example, a check for paying a utility bill where the amount varies from
month to month). If you split a transaction, Quicken memorizes the
contents of the split along with the rest of the transaction.

By using the Memorize Transaction and Recall Transaction features,
you'll eliminate the tedious chore of retyping all recurring transactions. In
addition, you'll reduce the chance of error due to typing mistakes.
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Memorizing transactions

When you use the Memorize Transaction feature, Quicken saves a copy of
the transaction in a separate list. First, type in a transaction at the Write
Checks screen or in the Check Register. You can even split the transaction.
Quicken memorizes whatever you have typed in that one transaction.

To memorize a transaction:

1. Type the information you want memorized at the Write Checks screen
or in the Check Register—including any split transaction information.
Quicken does not memorize the date or check number. Quicken can
also memorize existing transactions; in that case, select the transaction
you want memorized in the Check Register.

2. From the Quick Entry Menu, choose Memorize Transaction. You can
also press [Etr1]+M]. Quicken highlights the fields it’s about to
memorize and displays a simple OK/Cancel dialog box to confirm that
this is indeed the information you want memorized.

3. If the information you want memorized is highlighted, press the on-
screen OK pushbutton. Quicken memorizes the highlighted informa-
tion and flashes the word MEMORIZING on the screen. It adds this
memorized transaction to the Memorized Transactions List. (You can
find out how to review this list of memorized transactions in the
section, “Recalling memorized transactions,” on[page 6-6)

Or

If the information you want memorized is not highlighted, press the
on-screen Cancel pushbutton. Quicken does not memorize the trans-
action information, and the highlight disappears. To change the
information you want memorized, change or delete the information on
the check or Check Register entry, and choose Memorize Transaction
again.

Memorize transactions like these

6-2

Here are examples of some typical transactions you may want Quicken to
memorize. Note that Quicken does not memorize the date. When you
recall a memorized transaction, the current date always appears on the
check and in the Check Register. Find out how to recall memorized
transactions in the following section, “Recalling memorized transactions,”

on page 64
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Jan 19, 1999 2:58 p Quicken - 1ST_BANK Help i
iFile FalEdit FafSearch FdlQuick EntryfslActivitiesfel — H!Fsilig

DATE 12/ 5/89

EI
estern be

\Q\

MEMO ¢ elephone

DOLLARS

The marked information is
about to he wemorized,

Ending Balance:

$2,467.76

Figure 6-1. Memorizing the check to pay a recurring bill.

Figure 6-1 shows a check in which all the Payee information and @Catego-
ries stay the same from month to month—in this example, a phone bill.
Quicken memorizes the highlighted information. If you split the transac-
tion, Quicken memorizes the information in the split as well.

If you want to pay recurring bills with amounts that vary from month to
month, fill out only those fields that remain the same each month.

Quicken memorizes those fields you've highlighted (see the previous
section). After you recall the memorized information and the check is
otherwise complete, fill in the current amount. Note that in Figure 6-1, the
Memo field holds both the telephone number and the @Category @Tele-
phone. If you prefer, you could use the extra message line described in
Chapter 14, Changing Settings, for the telephone number. The @ sign before
the word “Telephone” in the Memo field indicates that it is an @Category.
(See Chapter 8, @Categories.)
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Jan 19, 1990 3:85 pm Quicken - IST_BANK Help Fq
{File F2iEdit FalSearchFdiQuick Entry FslActivitiesFel — —  — — }! FolTRd

DATE 12/ 5/89
PAY T0 THE, ., ;
ORDER OF § MRENL
iree Hundred Seventy-Five and @d/14d DOLLARS

The warked information is
about to he memorized.

Ending Balance: 42,892.76

Figure 6-2. A check in which all information stays the same each
month.

Figure 6-2 shows a check in which all the information stays the same each
month, even the amount. An example of this type of check is a rent or
mortgage payment. Quicken memorizes the highlighted information. If

you split the transaction, Quicken memorizes the contents of the split as
well.

Jan 19, 1998  3:09 pm Quicken - 1ST_BANK Help Fy

iFile FaiEdit FalSearchFuiQuick EntruFsifctivitiesFs — —— — — R! Follhd

PAY TO THE .
ORDER OF 5 AL
T T B i DOLLARS
ADDRESS

The warked information is
about to he memorized.

NENO (LT

Ending Balance: $2,0892.76

Figure 6-3. Paying the same amount to different payees.
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If you want to pay the same amount to different payees—for example, a
business sending rebate checks to ten customers—type in the amount and
memo, but not the payee before you memorize the transaction, as in
Quicken memorizes only the information that you have typed in when
you choose Memorize Transaction from the Quick Entry Menu. When
you're ready to recall the memorized transaction, you type in the payee’s
name and address.

If you recall memorized transaction information at a transaction that
already has information in it, Quicken overwrites the fields in that transac-
tion with the corresponding filled-in fields from the memorized transac-
tion.

Jan 19, 1998 3.1 pm Quicken - 1ST_BANK Help Fy
File r2iEdit FaiSearchFaiQuick EntryFslfctivitiesF 1! Foihug

DATE || NUM | PAYEE/MEMO PAYMENT DEPOSIT || BALANCE l
Tgsfg ance Forwa Wmm
11/22//1881 |[Pathway Market 32.24 2,467.76
1989 Food for office party
11730 Deposit 37.00( 2,504.76
1989 Interest Earned
12/ 3|ewssx|(ACME Rentals 375.00|* 2,129.76
989 $415-123-4567 0Telephone
990
] M ]

Ending Balance: $2,129.76

Figure 6-4. Recurring deposits and payments in the Check Register.

You can use memorized transactions to enter recurring deposits and
payments into the Check Register, as in Figure 6-4. Quicken can also
memorize the transaction’s cleared status, which is useful for such entries
as bank service charges, which are cleared upon entry. If the Payee/Memo
information remains the same, but the amount varies from month to
month, leave out the amount when you type in the transaction. Then,
when you use the memorized transaction, type in the appropriate amount.

Quicken User Manual + 6-5



Chapter 6. Memorizin'g Transactions

Recalling memorized transactions

You can recall a memorized transaction at the Write Checks screen or in
the Check Register. You can review your memorized transactions by
recalling transactions and displaying Quicken’s Memorized Transactions
List without specifically selecting a transaction from the list.

Transaction types

To help you in selecting the correct memorized transaction, Quicken
displays three transaction types in the Memorized Transactions List:

e Chk: Check, memorized at the Write Checks screen.

e Pmt: Check Register payment, memorized in the Check Register. This
will include handwritten checks entered in the Check Register.

* Dep: Deposit to the Check Register, memorized in the Check Register.

The three transaction types are important for another reason: different
types of transactions behave differently when included in Transaction
Groups (see Chapter 7, Transaction Groups). Quicken prints Chk-type
transactions as though they were entered at the Write Checks screen; Pmt-
type transactions appear as though they were entered in the Check Regis-
ter (as do Dep-type transactions).

To recall a memorized transaction:

1. From the Quick Entry Menu, choose Recall Transaction. You can also

press +. Quicken displays its Memorized Transactions List.
Transactions appear in alphabetical order by payee (see Figure 6-5).
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Transaction list is S indicates split Cleared Transaction Transaction Transaction group
alphabetized by transaction. status. amount (if type. number (if assigned
payee. memorized). to one).

Jan 19, 19968  2:33 pw Quicken - C:\DESK\IST_BANK Help Fy
EFile P2t Edi FalSeatch el Quick Entry Pafctivities Foh LB
mm_‘mmnlmrmmil'_‘
Memorized Transactions

Aallescription Split Memo Clr  fmt g‘g Gry
fAicme Rentals g 375.00 Chk 1

ATH as Uv. by F
i Paycheck 1,075.50 Dep 2
0fees * 1
$415-123-4567 0Teleph Chk 1

Service charge
Nestern Bell

Memo and
@Category
information.

Figure 6-5. Memorized Transactions List.

2. Select the transaction you want to enter in the Check Register or Write

Checks screen. Scroll the list up and down using [FaUp], L,

or 4] to highlight the transaction you want to recall. You can also
type the first letter of the payee you want.

3. Press the on-screen OK pushbutton. The memorized transaction will
be entered on your check or in your Check Register entry.

Or

Press the on-screen Cancel pushbutton to return to the Write Checks
screen or Check Register without recalling a memorized transaction.

4. Once the memorized transaction is recalled, you can make any changes
or additions to the transaction as it appears on the screen.

5. Press the on-screen Accept pushbutton to record the transaction as
usual.

Quicken tip: If you memorize a check at the Write Checks screen—
with an address—and then recall it in the Check Register, Quicken
enters it into the Check Register without the address.
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Saving time when recalling transactions

Here’s how you can save time when recalling transactions:

1.

At the Write Checks screen or in the Check Register, before choosing
Recall Transaction, type the first letter or two of the payee for the
transaction you want into the Payee field.

From the Quick Entry Menu, choose Recall Transaction, or press
Ctr1+[T]. Quicken displays its Memorized Transactions List with
the first transaction that begins with the letters you typed already
highlighted.

If the highlighted transaction is the one you want, press the on-screen
OK pushbutton. If it is not, the one you want should be only one or

two entries away. Select it by pressing |T] or| 4], and then press the
on-screen OK pushbutton.

Press the on-screen Accept pushbutton to enter the transaction you
want on a check or in a Check Register entry.

Changing memorized transactions

6-8 -

To change a memorized transaction, you must first recall the transaction
from the Memorized Transactions List to the Write Checks screen or the
Check Register. Then make your changes and rememorize the transaction.
You cannot make changes to the Memorized Transactions List directly.

To change a memorized transaction:

1.

Start with a blank check at the Write Checks screen or a blank transac-
tion in the Check Register.

From the Quick Entry Menu, choose Recall Transaction. Quicken
displays the Memorized Transactions List.

Select the transaction you want to change and press the on-screen OK
pushbutton. Quicken recalls the information to the blank check or
Check Register entry.

Make your changes directly to the transaction at the Write Checks
screen or in the Check Register.

From the Quick Entry Menu, choose Memorize Transaction. Quicken
highlights the information in your check or entry and displays the OK/
Cancel dialog box.
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Press the on-screen OK pushbutton. Quicken asks you if you want to
replace the original transaction with the changed transaction, or if you
want to add the changed transaction separately to the list and leave the
original unchanged.

Press the on-screen Replace pushbutton to replace the transaction, or
press the on-screen Add pushbutton to add the changed transaction
separately and leave the original unchanged. Cancel returns you to
the Write Checks screen or Check Register and no change is made to
the Memorized Transactions List.

Quicken tip: When you change a memorized transaction, you may
also change its transaction type, depending on the screen where you
are when you make the change. If you are at the Check Register screen
when you change a memorized check, the transaction type will be
changed to Pmt or Dep, depending on the amount.

Deleting memorized transactions

Deleting an entire transaction from the Memorized Transactions List is
easy. You select the transaction you want to delete directly from the
Memorized Transactions List and delete it.

To delete a memorized transaction:

1.

From the Quick Entry Menu, choose Recall Transaction. Quicken
displays the Memorized Transactions List.

Select the transaction you want to delete. Use the scroll bar or | 1] or

, or click on the appropriate transaction.

Press the on-screen Delete pushbutton. Quicken warns you that you
are about to delete a memorized transaction, and gives you the options
OK and Cancel. g

Press the on-screen OK pushbutton to delete the memorized
transaction. Quicken returns you to the Memorized Transactions List.

Or

Press the on-screen Cancel pushbutton to return to the Memorized
Transactions List without deleting a transaction.
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Printing the Memorized Transactions List

To print the list of memorized transactions:

1.

From the Quick Entry Menu, choose Recall Transaction. Quicken
displays the list of memorized transactions.

Press the on-screen Print pushbutton in the Memorized Transactions
dialog box. Quicken displays its Print To dialog box (Figure 6-6). Use
the Print To dialog box to determine whether you print to the printer
or a filename on disk, and which Page Setup you use for printing.
Chapter 14, ChangingSettings, has a full explanation of Page Setup and
tells how to use the Print To dialog box.

i Print To

Print to! Printer
s File

File nawe: | |

% Page Setup #

| ra it

4{Page Setup 3
|| Page Setup

;|| Page Setup J
4| Page Setup &

W

Figure 6-6. Print To dialog box.

When you are satisfied with your settings on the Print To dialog box,
press the on-screen OK pushbutton. Quicken begins its printing
operation.
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Chapter 7
Transaction Groups

Quicken’s reminder system and the Billminder

Setting up a Transaction Group

Executing a Transaction Group

Changing a Transaction Group

Deleting a Transaction Group

In this chapter you'll learn how to use Quicken’s Transaction Group
feature to type in a group of transactions that are repeated periodically.

Transaction Groups are groups of recurring transactions that you pay or
add to your account regularly and at the same time. For example, you may
have a mortgage payment, phone bill, electric bill, and car payment all due
around the beginning of each month. You can group these transactions,
and Quicken will remind you when their due date arrives. When you tell
Quicken to pay them, Quicken types in the entire group for you automati-
cally, saving you time and keystrokes, and making sure that you enter
those transactions accurately; yet you retain complete control. Once
Quicken has entered the transactions, you can edit them or delete any that
you don’t want to pay at the scheduled time.

You can set up as many as nine different Transaction Groups. A group can
contain just a single transaction, such as your weekly paycheck deposit, or
many, such as your first of the month bills. You can change the groups,
adding or deleting transactions whenever you want.
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Quicken’s reminder system and the Billminder

Quicken has a sophisticated system to remind you of transactions you
must make. The system reminds you of two important dates:

1. When it is time to print the checks you have postdated.
2. When the scheduled date for a Transaction Group arrives.

This chapter describes how Quicken reminds you about Transaction
Groups. Quicken reminds you the same way about checks that it must
print. (See Chapter 10, Postdating Checks.)

Transaction Groups save you time, ensure accuracy, and serve a schedul-
ing function. They are optional, but useful for recurring expenses for
which you may not receive bills. For example, you may owe a monthly
mortgage payment or a quarterly tax payment. You can set up a Transac-
tion Group (with only one entry) for each of these transactions. Quicken
then reminds you when you must pay them.

Whenever Quicken wants to remind you of checks or Transaction Groups
that are due or are about to come due, it uses the !F9 Messages Menu. The
Messages Menu works like any other menu except that its menu choices
change. If you have no messages, when you display the Messages Menu
the only menu choice will be a grayed out < Empty >.

When you do have a message, the !F9 button on the menu bar will flash
and will keep flashing until you read your messages. Then when you pull
down the Messages Menu by pressing |F 2], you will see a Billminder
menu choice. Select Billminder, and an Alarm Message dialog box will
appear telling you whether you have checks due or a Transaction Group
due or both, as in Figure 7-1. After you have read the message, press the
on-screen OK pushbutton. The message will go away and the {F9 button
on the menu bar will no longer flash.

Alarm Message

Transaction group due and checks to
rint. Choose Open from File menu
o display list of accounts.

Figure 7-1. Alarm Message dialog box.
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If you are a hard disk user, you will also see a reminder from the Billmin-
der system when you first turn on your computer if you have checks to
pay or Transaction Groups due—if you installed the Billminder program
when you installed Quicken onto your hard disk (see Chapter 1, Getting
Started). Every time you turn on your computer, the Billminder program
will check to see if you have checks to pay or Transaction Groups due and,
if so, will display a message.

If you don’t use your computer often, you can increase the time the
Billminder system looks ahead to remind you of upcoming due dates. For
example, if you use your computer only once a week, you'll want the
Billminder system to remind you of any checks or Transaction Groups due
today or within the next six days. For more information, see Chapter 14,
Changing Settings.

Setting up a Transaction Group

Transaction Groups make it easy for you to enter a number of transactions
that come due at the same time. They can also serve a valuable scheduling
function and warn you when payments (for which you may or may not
receive bills) come due.

You can set up as many as nine different Transaction Groups. Each
Transaction Group can hold an unlimited number of transactions.

To set up a Transaction Group:

1. Memorize each transaction you want to include in the group. See
Chapter 6, Memorizing Transactions.

2. From the Quick Entry Menu, choose Set Up Transaction Group.
Quicken displays the Select Transaction Group to Modify dialog box,
as in You use this dialog box to create a new Transaction
Group or to modify an existing group by adding or deleting a transac-
tion.
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Press an on-screen
button to select the
frequency with which
you plan to enter the

roup.
group \wls group: [
Frequency? None

Enter the next scheduled ——_ g Euerg two weeks

date you plan to enter the
group.

Select Transaction Group to Modify

Next Sched

11d suppor
4 Insurance 2 Annually

6 {unused)
7 {unused)
8 {unused)
9 {unused)

on
3 Taxes 3 uarteglg 12/15/89 (Frxday)

1790 (Monday)
3 Payrol] 11 Twice a month 12/ 9/89 (Tuesdag)

Date

Figure 7-2. Select Transaction Group to Modif

Select the first “unused” group and press the on-s
ton. Quicken displays its Describe Group dialog

Type in a name
for the group.

Descrihe Growp 6

g hnce a wnonth 8 T

Quarterlg

Next scheduled dates[ / / |

y dialog box.

creen OK pushbut-
box, as in Figure 7-3.

wice a year
Annually

Figure 7-3. Describe Group dialog box.

Type in a name for the group of transactions you are entering, for

example, “Household” or “Payroll.”

Press one of the eight on-screen buttons representing the eight fre-
you to enter the
Transaction Group. Select None if the group has no definite fre-

quencies. This tells Quicken how often to remind

quency.

Type in the next scheduled date that the group is due. From then on,
ate should be and
reminds you according to the frequency that you selected in Step 5.

Quicken automatically calculates when the next d
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You can also type a schedule date for a group with a frequency of
None. Quicken reminds you when that group is due but will not auto-
matically reschedule it for you.

When the scheduled date arrives, Quicken will remind you that the
group is due as described on It does not automatically “exe-
cute” or pay the group. You retain complete control over the time when
bills are actually paid.

When you are satisfied that the information in the Describe Group
dialog box is correct, press the on-screen OK pushbutton. Quicken
displays its Assign Transactions to Group dialog box, as in Figure 7-4.

Assign Transactions to Group 6

CNE en als en 4,44 Ch
1ce Richardson ewxces h
A‘IH Hithdrawal 20.00 Put
Bank Service Charge BNKr *
City Gas & Electric S @U ities Chk 1
City Taxes @Taxes Chk 3
Deposit--Paycheck § 8Salamy 1,000,090 Dep
Deposit--Rent @Inc_Rent 200,00 Det
Family Health Insurance @Insurance 370.00 Chk 4
Interest *
Internal Revenwe Servic BTaxes . Chk 3
Pacific Telephone Co. Phone service deposit 100.08 Chk 1

Figure 7-4. Assign Transactions to Group dialog box.

Select the transactions you want to assign to the Transaction Group by
using or[Tto highlight a transaction and then press the space bar
to assign it to the group. You can also assign a transaction to a group
by double-clicking on it with the mouse. When you assign a transac-
tion to the group, the group number appears in the Grp column. Press
the space bar or double-click again to unassign a particular transaction.

When you have assigned all the transactions you wish to the group,
press the on-screen OK pushbutton. You have created a Transaction
Group. Press the on-screen Cancel pushbutton to leave the Assign
Transactions to Group dialog box without assigning any transactions.

Quicken tip: You can assign a memorized transaction to more than one
group. To do this, memorize the transaction twice so that it appears on the
Memorized Transactions List twice. Then assign one of the memorized
transactions to one group, and the remaining one to another.
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Executing a Transaction Group

When you execute a Transaction Group, Quicken records the transactions
of the group in the Check Register. You can then make any changes you
need to make, such as adding or changing dollar amounts. If the transac-
tions are checks, you can print them the same way you would print any
check you've written with Quicken. Executing a group tells Quicken to
enter the entire group automatically in the Check Register.

To execute a Transaction Group:

1. Choose Execute Transaction Group from the Quick Entry Menu. If
you are not currently in the Check Register, Quicken will take you
there. Quicken then displays the Select Transaction Group to Execute
dialog box, as in Figure 7-5.

Select Transaction Group to Execute

Next Sched Date

(1 Foucehold 3
2 Child supponrt 1 Monthly 12/ 1/89 (Friday)
3 Taxes 1 Quarterly 12/15/89 (Friday)
4 Insurance 2 fAnnually 17 1798 (Monday)
3 Payroll 11 Twice a wonth 12/ /89 (Tuesday)
6 {unused)
? {unused)
] 8 (unused)
] 9 {unused}

Figure 7-5. Select Transaction Group to Execute dialog box.

2. Select the group you want to execute. You can click on the group or
use or to select the group.

3. Press the on-screen OK pushbutton when you have selected a Transac-
tion Group. Quicken displays the Transaction Group Date dialog box
showing the scheduled date for the group you have selected, if there is
one, or else today’s date.

Or

If you press the on-screen Cancel pushbutton, Quicken does not
execute the Transaction Group and returns you to the Check Register.
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4. Press the on-screen OK pushbutton to accept the scheduled date. You
can change the scheduled date, if you wish. Quicken applies this date
to all transactions in the group, and enters the transactions into the
Check Register for you. The Transaction Group Entered dialog box
appears, reminding you to review the transactions just entered and
make any changes necessary.

Or

Press the on-screen Cancel pushbutton and return to the Check
Register without entering any Transaction Group information.

5. Press the on-screen OK button. The Transaction Group Entered
dialog box disappears. If you wish to change the information in any of
the group’s transactions, you can do so now, exactly as you would
modify any other transaction you have already entered. (All Quicken
has done is type them in for you.) Don’t forget to press the on-screen
Accept pushbutton to record the changes you make.

To print any checks in the Transaction Group:

1. Choose Write Checks from the Activities Menu. Quicken displays the
Write Checks screen.

2. From the File Menu, choose Print Checks and print the checks as
usual. For more information on printing checks, see Chapter 4, Print-
ing Checks.

Quicken tip: If a check that has been entered as part of a Transaction
Group does not print when you select Print Checks, it may be that its
transaction type, as displayed in the Memorized Transactions List, is
Pmt for payment, not Chk for check. See for instructions on
how to change the type of a memorized transaction.

Changing a Transaction Group

Once you have set up a Transaction Group, you can add or remove transac-
tions from it or change the name, frequency, or next scheduled date of the
group whenever you wish.

To change an existing group:

1. Inthe Check Register or at the Write Checks screen, memorize any
transactions you want to add. See Chapter 6, Memorizing Transactions.
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2. Choose Set Up Transaction Group from the Quick Entry Menu.
Quicken displays the Select Transaction Group to Modify dialog box.

3. Select the existing group you want to change. You can click on it or
use (] or[1] to highlight the group.

4. Press the on-screen OK pushbutton. Quicken displays its Describe
Group dialog box. The dialog box shows the current settings for
Name, Frequency, and Next scheduled date. Make any alterations to
these settings that you wish. For example, you may wish to rename an
existing group.

5. Press the on-screen OK pushbutton. Quicken displays the Assign
Transactions to Group dialog box. The Assign Transactions to Group
dialog box lists all the memorized transactions you can assign to a
Transaction Group.

6. Assign new transactions to the Transaction Group by clicking on or
pressing the space bar on each one. You can unassign a transaction by
clicking on or pressing the space bar a second time. Quicken acknowl-
edges each assignment by placing or removing the number of the
group in the Grp column.

7. When you have completed adding or removing transactions from the
group, press the on-screen OK pushbutton. Quicken saves your
changes and returns you to the Check Register or Write Checks screen.

Deleting a Transaction Group

7-8 o

When you delete a Transaction Group, you remove it permanently from
your records. However, the memorized transactions included in that
group remain in the Memorized Transactions List.

To delete a Transaction Group:

1. In the Check Register or at the Write Checks screen, choose Set Up
Transaction Group from the Quick Entry Menu. Quicken displays its
Select Transaction Group to Modify dialog box.

2. Select the Transaction Group you want to delete. You can click on it or
use or to highlight the Transaction Group.

3. DPress the on-screen Delete pushbutton. Quicken displays a box that
warns you that you are about to delete the Transaction Group perma-
nently.
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4. Press the on-screen OK pushbutton in the warning box. Quicken
deletes the transaction you have specified. The Select Transaction
Group to Modify dialog box remains on the screen so you can delete
another Transaction Group if you wish.

Or

You can press the on-screen Cancel pushbutton and return to the
Transaction Group to Modify dialog box without deleting the Trans-
action Group.

5. When you have deleted all the Transaction Groups you wish, press the
on-screen Cancel pushbutton in the Select Transaction Group to
Modify dialog box. Quicken returns you to the Check Register or the
Write Checks screen.
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Chapter 8

@Categories

Why use Quicken’s @Category feature to categorize transactions?

Overview of @Categories

Setting up @Categories

Categorizing transactions

Assigning transactions to subcategories

Deleting @Categories from the @Category List

Changing @Category names and descriptions

Requiring @Categories in all transactions

Printing the @Category List

This chapter explains how Quicken’s @Category (pronounced “At-cate-
gory”) feature works. @Categories are a specific way of classifying your
transactions so that Quicken can produce reports on various aspects of
your finances. Categorizing your transactions using the @Category feature
can help you with taxes, budgeting, and maintaining a chart of accounts—
that is, a list of categories for income and expenses. (If you are familiar
with accounting terms, note that @Categories are synonymous with
accounts, as in a chart of accounts. Quicken uses the term “@Categories”
to avoid confusion with the term “bank accounts.”)

@Categories are highly flexible and much easier to use than the rigid
category structures found in most traditional finance and accounting
software. With @Categories, you can name your categories using words,
numbers, or characters in any combination. You can set up @Categories
beforehand, or you can set them up as you type in transactions. You can
type @Categories into all your transactions or into just a few. You can
create your own list of @Categories, use one of the sets of @Categories
provided on the Quicken program disk, or copy one of the lists suggested
in Chapters 15, 16, and 17 of this manual.
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Before you actually set up a system of categorizing transactions, you might
want to scan Chapter 11, Reports, and Chapters 15, 16, and 17 on Home Uses
of Quicken and Business Uses These chapters show examples of how
valuable the @Category feature can be.

Why use Quicken’s @Category feature to
categorize transactions?

Although you can use an entry into the Memo field of each check to
categorize your transactions, @Categories have three distinct advantages:

¢ @Categories allow you to take full advantage of Quicken’s extensive
Reports feature. Some Quicken reports are specially designed to sort
and total transactions by @Categories. If you have not categorized
your transactions using the @Category feature, you won't be able to
use these reports.

* @Categories save you time. You can select an @Category from the
@Category List and Quicken will type it in the Memo field for you
automatically, saving you keystrokes.

* @Categories prevent you from miscategorizing a transaction because
you have mistyped or misspelled the @Category name. Whenever you
categorize a transaction using the @Category feature, Quicken checks
the @Category List. If there is no such @Category in the list, Quicken
will alert you and ask you to select an existing one from the list or to
add the @Category you have just typed to the list.

Overview of @Categories

You categorize a transaction by typing an “at” sign (@) followed by a
category name into the Memo field of the check or transaction. You can
categorize transactions at the Write Checks screen, in the Check Register,
or in the Split Transaction dialog box.

Quicken adds each new @Category to the @Category List. When you type
an @Category into the Memo field of a transaction, Quicken checks to see
if the @Category you've typed already exists in the @Category List. If not,
Quicken alerts you and gives you an opportunity to select another @Cate-
gory from the list or to add the new @Category you typed to the list. This
guards against mistyping @Categories—for example, typing “@utility”
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instead of “@utilities.” You can change or delete @Categories and view the
@Category List whenever you wish by choosing Recall @Category from
the Quick Entry Menu.

The number of @Categories you can set up depends on three factors:
*  How much available RAM your computer has.
* The length of your @Category names and descriptions.

e The number and the size of the memorized transactions in your
Memorized Transactions List.

Most users will have room for hundreds of categories.

@Categories can be very specific or very general. You can have an @Cate-
gory called “@utilities” for keeping track of the gas, electric, and water bills
you pay, or you can have an @Category called “@household” for keeping
track of all the expenses incurred in running your home. You can assign a
single transaction to more than one @Category. For example, you may
include your electric bill payment in both the “@utilities” and the
“@household” @Categories. See the section on “Assigning transactions to
subcategories” on [page 8-9 for important information on this subject.

Setting up @Categories

There are two ways to set up @Categories. You can set them up by them-

selves (without typing in any specific transaction), or you can set them up
as you type in transactions. You can use one method or the other or both

in combination.

Setting up @Categories by themselves
To enter a set of @Categories independent of any specific transaction, you
can start from either the Write Checks screen or the Check Register.

1. Choose either Write Checks or Check Register from the Activities
Menu. Quicken displays the screen you selected.

2. From the Quick Entry Menu, choose Memorize @Category. You can

also press +. Quicken displays its Memorize @Category
dialog box, as in
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8-4

Type in the name of the @Category Type in an optional explanation of the
here. For example, @UTIL or name. @UTIL becomes “Water and
@MORT. Electricity.”

Memorize @Category

@Category Name! UTIL. ]
Description (optional):

Figure 8-1. Memorize @Category dialog box.

3. Type in an @Category name. The name can be up to 15 characters long
(not counting the @), and can include numbers, letters, and other
characters in any combination you want. You need not type the @ sign
in front of the name. Quicken adds that for you. If you use more than
one word, Quicken inserts an underline character between the words
for you (for example, Office Supplies becomes @Office_Supplies).

4. Select the Description field if you wish and type in a description of the
@Category. The description is optional but is often useful to give a
more helpful explanation of the @Category than will fit in the 15-
character name. The description can be up to 25 characters long,

In @Category or Budget Reports, Quicken prints the description, if there
is one, rather than the @Category name (this makes the reports more
readable).

5. When you are satisfied with your @Category name and description (if
any), press the on-screen OK pushbutton to add the @Category to
Quicken’s @Category List. You can view this list by choosing Recall
@Category from the Quick Entry Menu.

Or

Press the on-screen Cancel pushbutton to leave the Memorize @Cate-
gory dialog box without memorizing an @Category.

Quicken tip: The description is optional and often you won't need to use
it. An @Category such as @Groceries, for example, is already descriptive
enough. However, a description does allow you to provide more informa-
tion about an @Category. For example, @Dé&lI is quick to type—but
unclear. The description “Dividends and Interest” is clearer and more
immediately recognizable when it appears in reports. If you are using
Quicken in your business, you might want to use numbers or abbrevia-
tions for your @Categories (for example, @431-A) and then use the descrip-
tion to tell what the @Category means.
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Setting up @Categories as you type in transactions

You can set up your @Categories as you type information into Quicken.
This method is useful when you’re not yet sure you've thought of all the
categories you may want to create.

Quicken tip: While this kind of “spur of the moment” entry makes
Quicken extremely flexible, you must be careful not to create two @Catego-
ries that refer to the same thing—@UTIL one month and @UTILITIES the
next. A good practice is to check the @Category List for duplicates before
setting up a new @Category.

To set up @Categories as you type in transactions:

1

Type in your transaction as usual. Anywhere in the Memo field, type
an @ ssign, followed immediately by the name you want to give the
new @Category, for example, @MORT.

The name can be up to 15 characters long, and can include numbers,
letters, and other characters in any combination. If you want to use
two words for the name, type an underline character (_) between the
words so that Quicken recognizes them as part of a single @Category.

Press . Because this is an @Category that Quicken does not recog-
nize, it displays the @Category Not Found dialog box (see Figure 8-2).

@Category Not Found

Do gou want to add this @Category

he @Categorg list, or select an
exlstmg @Category from the list?

Figure 8-2. @Category Not Found dialog box.

Press the on-screen Add pushbutton to have Quicken add the new
@Category to the @Category List. Quicken displays its Adding

@Category dialog box (see[Figure 8-3).
Or

Press the on-screen Select pushbutton if you have simply made a
typing error and wish to select an existing @Category from the list.

Or
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Press the on-screen Cancel pushbutton to return to the Check Register
or Write Checks screen without creating a new @Category. In this
case, you must delete the unrecognized @Category or change it into an
@Category that Quicken does recognize (or add the @Category as a
new one) before you can record the transaction.

Adding @Category Int_Earned

Description (optional): [Interest Earmed

Figure 8-3. Adding @Category dialog box.

4. Type in a description for the new @Category, if you wish. The descrip-
tion can be up to 25 characters long.

5. Press the on-screen OK pushbutton to memorize the new @Category
and description. You can view your new @Category in the @Category
List by choosing Recall @Category from the Quick Entry Menu.

Or

Press the on-screen Cancel pushbutton to return to the Check Register
or Write Checks screen without creating a new @Category. In this
case, you must delete the unrecognized @Category or change it into an
@Category that Quicken does recognize (or add the @Category as a
new one) before you can record the transaction.

Categorizing transactions

8-6

There are two ways to categorize transactions using @Categories. You can
recall the @Category you want from the @Category List, or you can type
the @Category directly into the Memo field. You can use either method, or
both. Note that you can type both an @Category and any other memo in
the Memo field.

To recall an @Category:

1. Start at the Write Checks screen, Check Register screen, or Split
Transaction dialog box. (See Chapter 9, Split Transactions.)
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2. Position the cursor in the Memo field where you want Quicken to type
in the @Category for you. Make sure it is at least a space away from
anything else typed into the Memo field. If your cursor is not in the
Memo field when you recall an @Category, Quicken erases the Memo
field and places the @Category at the beginning of the Memo field.

3. From the Quick Entry Menu, choose Recall @Category. You can also

press [Etr1]+[C]. Quicken displays the Memorized @Categories
dialog box, as in Figure 8-4.

Memorized BCategories

Description

s ] e

Int_Earned Interest Eamned

Int Paid Interest Paid

MORT _ Mortgage
Office_Supplies

;nmclpal Principal on Mortgage
ax

UtiL Hater and Electricity

Figure 8-4. Memorized @Categories dialog box.

4. Highlight the @Category you want. If your list of @Categories is long,

you can use [PaUp| and [PgDn]. Or, click with the mouse on the up and
down arrows at the top of the list box to see the entire list.

5. Press the on-screen OK pushbutton. Quicken enters the @Category
you chose on your check, Check Register transaction, or into the Split
Transaction dialog box.

Or
Press the on-screen Cancel pushbutton. Quicken returns you to the

Write Checks screen, Check Register, or Split Transaction dialog box
without entering an @Category.

Quicken tip: You can speed Quicken’s recall by typing the first letter or
two of the @Category at the beginning of the Memo field. You need not
type the @ sign. When you display the @Category List, Quicken highlights
the @Category that comes closest alphabetically to the letters you've typed.
For example, if you have two categories, @Groceries and @Ultilities, and
type a U, Quicken highlights the @Utilities @Category.
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To type an @Category into the Memo field:

1.

Type the information you want on a check or in a Check Register trans-
action, or display the Split Transaction dialog box (see Chapter 9, Split
Transactions).

Type the @Category you want to use into the Memo field on the Write
Checks screen, Check Register screen, or Split Transaction dialog box.
Be sure to type the @ sign first; for example, type @T&E or @Salary.
You must type the @ sign or Quicken will recognize your entry only as
a memo and not an @Category.

Press the on-screen Accept pushbutton. Quicken checks to see if the
@Category you have typed is in the @Category List.

e If Quicken finds the @Category in the list, the transaction is
recorded as usual, and you can proceed to your next transaction.

e If Quicken does not find the @Category in the list (perhaps you
mistyped it), the @Category Not Found dialog box is displayed

above).

To select an existing @Category from the list, press the on-screen
Select pushbutton on the @Category Not Found dialog box. Quicken
displays its Memorized @Categories dialog box.

Highlight the @Category you want. If the list of @Categories is long,

you may need to use or[PaPn]. Or, click with the mouse on the
up and down arrows at the top of the list box to see the entire list.

Press the on-screen OK pushbutton, or press [Enter]. Quicken types
your selected @Category into the Memo field of the transaction.

Or

Press the on-screen Cancel pushbutton. Quicken will not type an
@Category into the Memo field.

¢ To add a new @Category to your list, follow the instructions in the
section “Setting up @Categories,” on

Quicken tip: Categorizing items in a split transaction is an excellent use of
Quicken’s @Categories. It enables you to keep detailed track of your
finances. If you use regular (nonvoucher) checks, you can also use the
Split Transaction dialog box for @Categories you don’t want printed on
your checks. Choose Split Transaction from the Edit Menu and type the
@Categories into the Memo column.
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Assigning transactions to subcategories

Subcategories are useful if you want your reports to group and subtotal
similar @Categories. For example, you might assign the checks you write
to pay your utility bills to two @Categories each: @Utilities and either
@Phone, @Gas, or @Electric. Thus, your check to AT&T would have
@Ultilities @Phone in the Memo field. Quicken can then produce reports
giving you subtotals for each subcategory (@Phone, @Gas, and @Electric)
plus a sum total for the larger @Category (@Ultilities). If you want, you can
even have more levels of subcategories with subcategories of subcategories
by stringing more categories together in the Memo field. For most people,
a single category or a category and a subcategory is enough, however.
Note: Quicken’s Budget Report does not show subcategories.

Quicken tip: The order in which multiple @Categories appear in the
Memo field affects the way they appear in Quicken reports. Quicken
organizes @Category and Budget reports by the @Category that appears
first in the field. To understand how this affects the reports, read Chapter
11, Reports, before you begin assigning multiple @Categories. The ex-
amples in the Reports chapter will help you to understand the implications
of @Category order.

Some rules for assigning transactions to subcategories

Here are some things you should keep in mind when you assign transac-
tions to subcategories:

* Separate the category and subcategory by at least one space in the
Memo field.

» If you are creating subcategories, always put the primary category first
and the subcategory second. For example, @Utilities @Electric.

* Keep the order of your @Categories consistent. For example, always
put @Ultilities before @Electric. Decide on an order that makes sense
for you (given the kinds of reports you want to get) and stick with it.

* Ina split transaction with @Categories in both the Memo field and in
the splits, Quicken treats the @Categories in the Memo field as if they
were inserted at the beginning of each line in the split. For example, if
you type @Uitilities in the Memo field of the transaction with splits of
@Water on one line and @Gas on the next, Quicken treats the transac-
tion exactly as if the Memo field were blank and the two lines of the
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split were @Utilities @Water and @Utilities @Gas. Whether you type
@Utilities once, in the Memo field, or twice, at the beginning of each
split, is up to you. To Quicken, they’re equivalent. For more informa-
tion on split transactions, see Chapter 9, Split Transactions.

* Experiment with the kinds of reports you want to produce before
assigning many of your transactions to multiple @Categories. In this
way, you'll learn how to get the results you want without wasting
time.

e The more levels of subcategories you use, the wider some of the
reports you create will become, since Quicken indents every time it
subtotals a category or subcategory. You may want to experiment
before committing yourself to using multiple levels of subcategories.

*  Quicken’s Budget Reports do not show subcategories.

Deleting @Categories from the @Category List

8-10

When you delete an @Category from the @Category List, you remove it
from the list—but not from any transactions in which that @ Category
name already appears. You can remove the @Category names from
transactions by editing the transactions in the Check Register.

To delete an @Category from the @Category List:

1. From the Write Checks screen or the Check Register, choose Recall
@Category from the Quick Entry Menu. You can also press
[Ct1]+{€]. Quicken displays its Memorized @Categories dialog box.

2. Select the @Category you want to delete. If the list is long, you may
need to use or[Faln]. Or, click with the mouse on the up or

down arrows at the top of the list box to see the entire list.

3. Press the on-screen Delete pushbutton. You can also press [a1t]4D].
Quicken asks you to confirm the deletion.

4. DPress the on-screen OK pushbutton to confirm the deletion or press the
on-screen Cancel pushbutton to return to the Memorized @Categories
List.

Remember to edit any transactions in the Check Register that have the
@Category in their Memo fields. Either remove the @Category or
change it to another. Use Quicken’s Find feature to quickly find all
occurrences of the old @Category name in your Check Register.
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Changing @Category names and descriptions

You can change @Category names by adding the new name and deleting
the old name from the @Category List. However, this does not automati-
cally change transactions in the Check Register that have the old @Cate-
gory name. You must find transactions with the old @Category name
using the Check Register’s Find feature and change them to the new
@Category name.

To change an @Category hame:

1.

Delete the old @Category name from the @Category List, following the
directions in the section “Deleting @Categories from the @Category

List,” onlpage 8-10

Add the new @Category name to the @Category List, following the
directions in the section “Setting up @Categories,” on[page 8-3

Choose Check Register from the Activities Menu to display the Check
Register. Use Quicken’s Find feature to locate transactions in the
Check Register that use the old @Category name (see Chapter 5, Using
the Check Register) and change them to use the new @Category name.

To change an @Category description:

1.

From the Write Checks screen or the Check Register, choose Recall
@Category from the Quick Entry Menu. You can also press
+. Quicken displays its Memorized @Categories dialog box.

Select the @Category you want to change. If your list is long, you may
need to use or or click with the mouse on the up and

down arrows at the top of the list box to see the entire list.

Press the on-screen Edit pushbutton. Quicken displays the Editing
@Category dialog box.

Make any editing changes you like to the description. Press the on-
screen OK pushbutton. Quicken closes the Editing @Category dialog
box, saves the new description, and returns you to the Memorized
@Categories dialog box.

Press the on-screen OK pushbutton in the Memorized @Categories
dialog box to recall the @Category, or press the on-screen Cancel
pushbutton to return to the Write Checks screen or Check Register
without recalling an @Category.
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Requiring @Categories in all transactions

You can change Quicken’s settings so that the program requires you to
categorize all new transactions. This is useful to ensure that every transac-
tion you enter is assigned to an @Category. To learn how to set Quicken
to require @Categories, see Chapter 14, Changing Settings.

Printing the @Category List

You can print your list of @Categories.

To print the @Category List:

1. Choose Recall @Category from the Quick Entry Menu. Quicken
displays the Memorized @Categories dialog box.

2. Press the on-screen Print pushbutton in the Memorized @Categories
dialog box. Quicken displays its Print To dialog box. Use the Print To
dialog box to determine whether you print to the printer or to a file on
disk, and which Page Setup you use for printing. For a full
explanation of Page Setup and how to use the Print To dialog box, see
Chapter 14, Changing Settings.

3. When you are satisfied with your settings on the Print To dialog box,
press the on-screen OK pushbutton. Quicken begins printing.

e Press the on-screen Cancel pushbutton or press to halt
printing.
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Chapter 9
Split Transactions

Selecting the Split Transaction feature

Using the Split Transaction feature as an adding machine

Reviewing, changing, and deleting split transactions

Zero-amount transactions: Using split transactions to keep track of non-
checking account expenses

Using split transactions for extra memo room

A split transaction is a single transaction that consists of more than one
item. For example, suppose you write a check for a mortgage payment
that includes interest, principal, insurance, and taxes. Quicken lets you
split the transaction so that in addition to having a record of the check, you
have a record of each individual expense @Category covered by the check.
Quicken saves these records in the Check Register. If you use voucher
checks, Quicken prints the split information on the voucher.

You can review, change, delete, or add splits whenever you want. In
addition, you can use the Split Transaction feature as a way of adding
longer memos to checks or other transactions.

You'll find that split transactions are a good way to keep detailed records
of income and expenses. Used in combination with Quicken’s @Categories
and Reports features, they are a valuable tool for financial reporting,
budgeting, and keeping tax records.
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Selecting the Split Transaction feature

You can split transactions at the Write Checks screen or in the Check
Register. You split transactions by typing items and amounts into the Split
Transaction dialog box.

To split a transaction:

1. Type in the payee or description, amount, memo, and other informa-
tion for the transaction as you normally would.

2. Choose Split Transaction from the Edit Menu. You can also press
+. Quicken displays its Split Transaction dialog box, as in
Figure 9-1. Quicken opens the dialog box, which already shows the
total amount of your transaction, and positions the cursor in the Memo
column at line #1.

Type in the dollar amount of each split.

Type in the individual Split Transaction
splits for the transac-

tion, one to a line.

Room for 15 splits.
Quicken displays six at
a time, and scrolls the

list for you when T
needed.

Figure 9-1. Split Transaction dialog box.

3. Type in the first @Category or memo information you want to include
in the split.

4. Press to move the cursor to the Amount column.

5. Type in the amount of the first item. Don’t worry if an amount is
already in the column; type right over it.

6. Press to select the next line in the Memo column. Quicken

moves the cursor and automatically subtracts the amount of the first
entry from the total amount of the transaction. It displays the remain-
der on the next line in the Amount column.
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7. Continue to add @Category or memo information and amounts in this
way. You may split a transaction in as many as 15 different parts.

8. When you are satisfied with your entries, press the on-screen OK
pushbutton. Quicken returns you to the Check Register or Write
Checks screen, where you can finish typing in the information for the
transaction and then record it.

Or

Press the on-screen Cancel pushbutton to return to the Check Register
or Write Checks screen without splitting the transaction.

When a transaction has been split, the word SPLIT appears under the
check number in the NUM column of the Check Register. On the Write
Checks screen, the word SPLIT appears to the right of the Memo field.
This is a reminder. The word SPLIT does not appear on the printed check.
The contents of the split print on the voucher portion of voucher checks.
Split information does not print on regular checks.

Quicken tip: Use the Memorize feature to save split “templates” that you
use frequently. Then you need type only the amounts for each transaction
and not the words. See the example in the “Payroll” section of Chapter 17.

Using the Split Transaction feature
as an adding machine

Quicken’s Split Transaction feature can act as an adding machine. This is
useful when you are writing a single check to cover several items or
depositing a number of checks in one deposit.

To have Quicken add amounts:

1. Press as necessary to move the cursor to the Amount field and to
select (highlight) the contents of the field. In the Check Register, select
either the Payment field or the Deposit field, depending on whether
you want to add up payments or deposits. With a mouse, simply click
on the field to move the cursor there and to select the contents.

2. With the contents of the Amount field selected, choose Split Transac-

tion from the Edit Menu. You can also press +|_§_|. Quicken
displays the Split Transaction dialog box.
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Type in the individual items and their amounts. Quicken acts as an
adding machine, updating the highlighted amount on the check or
Check Register transaction with the running total of the amounts you
enter.

When you have finished entering the individual amounts, press the
on-screen OK pushbutton to save the split information and return you
to the Check Register or Write Checks screen.

Or

Press the on-screen Cancel pushbutton. Quicken returns you to the
Check Register or Write Checks screen without saving the split infor-
mation. The sum of the splits, however, is not lost and remains in the
Amount field.

Reviewing, changing, and deleting
split transactions

9-4

You can review, change, and delete the splits you have assigned to your
transactions whenever you want.

To review existing split transactions:

1.

Select the transaction whose split you want to review. See Chapter 5,
Using the Check Register.

From the Edit Menu, choose Split Transaction. You can also press

+[5]. Quicken displays the Split Transaction dialog box,
showing the split information for the transaction you have selected.

Check the on-screen scroll arrows or use and to scroll through
the splits.

When you have finished, press the on-screen Cancel pushbutton.
Quicken returns you to the Check Register or Write Checks screen.
You can also press the on-screen OK pushbutton, but if you have made
any inadvertent changes to the list of split transactions, Quicken will
accept them. When just reviewing your splits, pressing Cancel is safer
than pressing OK.

To change existing split transactions:

1.

Select the transaction whose split you want to change.

2. From the Edit Menu, choose Split Transaction. You can also press

+[S]. Quicken displays the Split Transaction dialog box,
showing the split information for the transaction you have selected.
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Click the on-screen scroll arrows or use or 4| to select the line of
information you want to change.

Use highlighting, overtyping, or deleting to change any information
you wish. If you change an amount, Quicken will recalculate the
remainder or add a new split line in order to keep the sum of the splits
equal to the amount of the transaction.

Press the on-screen OK pushbutton. Quicken changes the split trans-
action information and returns you to the Write Checks or Check
Register screen.

Or
Press the on-screen Cancel pushbutton. Quicken returns you to the

Write Checks or Check Register screen without changing any of the
split transaction information.

To delete existing split transactions:

1.
2.

Select the transaction whose splits you want to delete.

From the Edit Menu, choose Split Transaction. You can also press
+[5]. Quicken displays the Split Transaction dialog box.

Click the on-screen scroll arrows or use or[}] to select the Memo
column of the split you want to delete.

Press to delete the Memo field. Press to move to the
Amount column.

Press to delete the amount.

When you have finished deleting the splits, press the on-screen OK
pushbutton. Quicken saves the new list of splits and returns you to the
Check Register or Write Checks screen. If you have deleted all the
splits from the Split Transaction dialog box, Quicken removes the
word SPLIT from the NUM column of the Check Register or from the
unprinted check, depending on where you are.

Or

Press the on-screen Cancel pushbutton to return to the Check Register
or Write Checks screen without deleting any of the split transaction
information.

Press the on-screen Accept pushbutton to record the changed transac-
tion.
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Zero-amount transactions: Using split transactions
to keep track of non-checking-account expenses

You can use split transactions to keep track of non-checking-account
expenses or income—such as cash expenditures or income or credit card
transactions—that you want to include in a report later on, but which don’t
affect your checking account balance.

What zero-amount transactions do

9-6

You can use a zero-amount transaction to enter checking account transac-
tions for categorization and inclusion in reports without affecting your
checking account balance.

For example, say you donate $20 cash to a charity. You want to keep a
record of the donation, but because it was cash and does not affect your
checking account balance, you cannot simply enter it as a $20 payment to
@Charity in the Check Register. Instead, enter the transaction into the
Check Register with an amount of zero so that your account balance is not
affected. Then split that zero amount into a $20 payment to @Charity and
an offsetting $20 deposit to, say, @Offset. The total of the splits then adds
up to zero, the amount of the transaction. When you later do a report, you
can limit the report to @Charity transactions, or to everything except
@Offset transactions. For more information on reports, see Chapter 11.

To use zero-amount transactions:

1. Type a transaction into the Check Register, using a descriptive phrase
such as “cash expenses” in the Payee column.

2. Choose Split Transaction from the Edit Menu. You can also press
[Ctr1]+[5]. Quicken displays the Split Transaction dialog box.

3. Type the @Category for the transaction in the Memo column. Press
to move the cursor to the Amount column.

4. Enter the amount of the transaction. If the transaction is a payment or
an expense, enter the amount as a negative number. If the transaction
is income, enter the amount as a positive number. Press to move
the cursor to the Memo column of the next split. Notice that Quicken
has entered the same amount with the opposite sign in the Amount
column of the next split.
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Type an @Category for the offsetting amount, say, @Offset. It doesn’t
matter what you call this, but you should use the same @Category for
all the offsets in all your zero-amount transactions. This will make it

easy for you to restrict your reports to all @Categories except @Offset.

Press the on-screen OK pushbutton to save the splits and return to the
Check Register.

Press the on-screen Accept pushbutton to record the zero-amount
transaction in the Check Register.

The information that the split transaction contains is available for any
reports you want to create, but the amount does not affect the balance in
your checking account. For more information on using this feature, see
Chapters 15, 16, and 17, Home Uses of Quicken and Business Uses For
information on reports, see Chapter 11.

Using split transactions for extra memo room

You can use the Split Transaction dialog box as a notepad to gain extra
room for memos. You can use it to add a memo that is more than 30
characters long to your check or other transaction.

To use split transactions for memos:

1.

Choose Split Transaction from the Edit Menu. You can also press
+[8]. Quicken displays the Split Transaction dialog box.

Type your memo in the Memo column of the Split Transaction dialog

box. When you reach the end of a line, press twice to move to
the next line.

When you have entered your long memo, press the on-screen OK
pushbutton. Quicken returns you to the Write Checks screen or Check
Register. The word SPLIT appears in the NUM column of the Check
Register or on the unprinted check, depending on where you are.

If you use voucher checks, Quicken prints the contents of the Split Trans-
action dialog box on the voucher.
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Chapter 10

Postdating Checks

Writing postdated checks

Printing postdated checks

Reminders of transactions coming due

Adding postdated transactions to the Check Register

Using postdating for accounts payable

This chapter explains how Quicken’s Postdating feature works. Postdat-
ing is useful for entering bills you have received but don’t want to pay
until later. Business users can use this feature to keep track of their ac-
counts payable and to manage cash flow. You can postdate checks at the
Write Checks screen or postdate transactions in the Check Register. The
amounts of these checks and transactions do not affect the current balance
in your account until their date comes due.

When you postdate transactions, Quicken shows how much is currently in
your account (Current Balance) and how much will remain when all
postdated items—whether payments or deposits—take effect (Ending
Balance). If you write postdated checks, Quicken reminds you when it’s
time to print them.

You'll find postdating a convenient and useful feature. You can use it to
anticipate deposits that will be made automatically to your account—such
as payroll, annuity, or Social Security payments—or to write checks for all
your monthly bills in one session. Since Quicken keeps a running tally of
your current and ending balances, you’ll have an accurate picture of the
financial status of your account both now and in the future. Postdating can
help you anticipate cash flow problems and manage your finances better.
Used in conjunction with Quicken’s Reports feature, it can produce instant
accounts payable reports.
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Writing postdated checks

Writing postdated checks is easy. In fact, except for changing the date, it’'s
the same as writing regular checks with Quicken.

To write a postdated check:

1. Choose Write Checks from the Activities Menu. Quicken displays a
blank check.

2. Change the current date that Quicken automatically put on the check
to the date in the future that you want to print the check.

3. Fillin the fields of the check as usual. See Chapter 3, Writing Checks,
for more details.

4. Press the on-screen Accept pushbutton to record the check. You can

also press .

Notice that Quicken now displays a Current Balance in the lower-left
corner of the screen and an Ending Balance in the lower-right corner of the
screen. The Current Balance is the amount you have in your account as of
today. The Ending Balance is the amount you will have in your account
when all the postdated transactions (as well as the currently dated ones)
are paid.

Postdated transactions appear in the Check Register separated from other
transactions by a double line called the Today Line.

Printing postdated checks

10-2 -

When the date of a postdated check arrives, Quicken automatically in-
cludes the check in the list of checks to be printed.

shows the Print Checks dialog box. The Print checks dated
through setting defaults to the current date. Quicken prints all checks
dated on or before this date.
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i Print Checks Print checks dated
. _— through always sh
Print checks dated through: [11/18/89] — curren% dat;v. ’éhan‘;‘gsufi'f
Starting check number; [ 1012) date to print postdated

@D Regular Checks checks.
© Uoucher Checks

For help in positioning checks, press Sample.

Figure 10-1. The Print checks dated through setting.

To print postdated checks that have falien due:

¢ In the Print Checks dialog box, leave the date in the Print checks
dated through setting at today’s date. Press the on-screen Print
pushbutton. Quicken prints all checks bearing dates up to and includ-
ing the current date—this includes all postdated checks that have
fallen due.

To print postdated checks that have not fallen due:

* Change the date in the Print Checks dated through setting to the date
of the latest postdated check you want printed. Press the on-screen
Print pushbutton. Quicken prints all checks dated on or before the
date you specify.

For more information on printing checks, see Chapter 4, Printing Checks.

Reminders of transactions coming due

You need not remember when you must print checks coming due.
Quicken reminds you with a Billminder™ message that appears in the 'F9
Message Menu. Quicken also shows which accounts have checks and
Transaction Groups coming due in the Select Bank Account to Open

dialog box. For more information on Quicken’s reminder system, see page
7-1.

To see which accounts have checks coming due:

1. Choose Open from the File Menu. Quicken displays the Select Bank
Account to Open dialog box, as in
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Currently open
bank account.

Other accounts
on disk.

Next postdated
check is due on
this date.

Next Transaction Group
should be executed on
this date.

\[‘

Select Bank Account to Open :
{1ST_BANK

rou

I e ri
CHECKING 18/ 1/8% 4K Thu 11736789 Thu 11/39/89

IEONEYHKT 16/ 1/89

il
n:1

Figure 10-2. Select Bank Account to Open dialog box.

Note: If you have bank accounts in different directories, you may
wish to change directories and see the checks coming due for those
accounts too. For directions on changing directories, see Chapter 13,
Account Activities.

If an account is listed as having checks or a Transaction Group due,
select that account and press the on-screen OK pushbutton. The
selected account becomes your current account.

Print checks or execute Transaction Groups as necessary in the usual
way. For more information on printing checks or executing Transac-
tion Groups, see Chapter 4, Printing Checks, or Chapter 7, Transaction
Groups.

Hard disk users are also reminded when they turn on their computers.
Quicken’s Billminder tells you if there are checks to be printed, even if you
don’t run Quicken. You can adjust how far in advance Billminder remind-
ers warn you of checks or Transaction Groups coming due.

Quicken normally reminds you three days in advance of the date of a
check or Transaction Group. If a check is dated for Thursday, reminders
begin on Monday. (Quicken treats checks whose dates fall on a weekend
as though their dates fell on the preceding Friday.) This three-day setting
is good for hard disk users who use their computer twice a week. If your
usage frequency is different, you should set Quicken differently so it does
not remind you too early or too late. Select Other Settings from the File
Menu. See Chapter 14, Changing Settings, for details.
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Adding postdated transactions
to the Check Register

Postdating transactions you add to the Check Register is useful for antici-
pating deposits, withdrawals, or bank fees you know you will incur.

You add a postdated transaction to the Check Register just as you would
any transaction, except that you date it for the future, typically the date
you expect the deposit to be added or the payment to be subtracted from
your account.

To add a postdated transaction to the Check Register:

1. Choose Check Register from the Activities Menu. You can also press
[ErT+[R]. Quicken displays the Check Register.

2. Type your information into the blank Check Register entry as de-
scribed in Chapter 5, Using the Check Register. Change the date to the
date in the future that you expect the deposit to be added or the
payment to be subtracted from your account.

3. When you're satisfied with your transaction entry, press the on-screen
Accept pushbutton to record the transaction.

Quicken displays the Current Balance at the lower-left corner and an
Ending Balance in the lower-right corner of the screen. The Current
Balance is the amount you have in your account as of today. The Ending
Balance is the amount you will have in your account when all postdated
payments and deposits have been made.

Quicken tip: Postdated transactions are separated from other transactions
by a double line called the Today Line.

Using postdating for accounts payable

You can use postdating to produce up-to-date accounts payable reports.

To do this, write postdated checks for all bills as you receive them. Postdate
each check for a few days before you want to mail the check and pay the
bill. Your Check Register then shows how much money you need to cover
your known bills. For a detailed description of managing accounts payable
with Quicken, see Chapter 16, Business Uses: Payables, Receivables, and Cash
Flow.
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Chapter 11

Reports

Overview

Transaction Reports

Exact matches and key word matches

@Category Reports

Budget Reports

This chapter tells you how to create reports. Producing reports is one of
Quicken’s most valuable features. With Quicken’s reports you can exam-
ine your finances in detail and view them in different ways to understand
them better.

Reports are based on the transactions recorded in Quicken’s Check Regis-
ter. To create a report, tell Quicken what information you want to see and
the form in which you wish to see it. Quicken then produces the report
automatically, displaying it on the screen and printing it out if you want.

Quicken can produce many different reports, depending on the criteria
you set. You can get reports on your spending, your budget, on tax-
deductible expenses, on cash flow, on accounts payable, and much more.

In this chapter, you’ll learn how to produce Quicken’s three report types:
Transaction Reports, @Category Reports, and Budget Reports. For more
examples of ways in which you can use Quicken reports in your home or
business, see Chapters 15, 16, and 17.
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Overview

Wide reports

Quicken produces three types of reports. Each of these reports is discussed
in detail later in this chapter. The three reports are:

¢ Transaction Report. Displays a list of transactions. You can sort and
subtotal the list in several ways, such as by payee or by week. Produce
and print this report by choosing Transaction Report from the Activi-
ties Menu.

¢ @Category Report. Displays subtotals by @Category without showing
individual transactions. Produce and print this report by choosing
@Category Report from the Activities Menu.

¢ Budget Report. Displays subtotals by @Category. In the Budget
Report, you can set budget amounts for each @Category. The report
tells you whether you have met or exceeded your budget, and if so, by
how much. Produce and print this report by choosing Budget Report
from the Activities Menu.

There is virtually no limit to the width and length of Quicken’s reports.
Quicken creates reports using as many columns and as many rows as it
requires to include all the information you request. You can see these
reports in full by scrolling them with the horizontal and vertical scroll bars,
or by using | and [£] to scroll right and left one column at a time, and

T] and [4] to scroll up and down one line at a time. To move even faster
through the report, use the keys in the following table.

Press: To Move:
+ Right one screen.
+ [PgUp] Left one screen.
(PgUp] Up one screen.
Down one screen.
+ To top left corner.
+ To bottom right corner.
Homel] To left of row.
End To right of row.
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Press: To Move:

Ctrl] + Moves halfway between the
Ctrl] + current position and the end of
+ the document in the direction
Ctrl] + of the arrow.

Figure 11-1 is a representation of a wide report, showing the portion you
can see on the screen as well as the portion you cannot see.

MONTHLY P&L STATEMENT, THIRD
?/ 1/89 Through 9/30/

1 ST_BANK
10/ 6/89

Category Description 7/89 8/89
INCOME
Gross Sales 53.978.86 36.262.55
Other Income 121.43 125.64
TOTAL INCOME 53,100.29 36,388.19

EXPENSES

Advertising 600.00 600.00
Cear & Truck 728.93 673.41
Insurance 1,780.00 5,200.00

Figure 11-1. A wide report, showing the portion that Quicken initially
displays on the screen.

Think of the report as a sheet of paper that may be larger than your
computer screen. If the report is too long to fit on the screen, the vertical
scroll bar along the right of the report screen will have an elevator in it
whose position within the scroll bar corresponds to the rows of the report
currently displayed on the screen. If the report is too wide to fit on the
screen, the horizontal scroll bar along the bottom of the report screen will
have an elevator in it whose position within the scroll bar corresponds to
the columns of the report currently displayed on the screen. If all the rows
or all the columns of the report can fit on the screen at one time, the
corresponding scroll bar will not have an elevator in it.
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Printing wide reports

Some reports are too wide to print across a single sheet of computer paper.
Quicken solves this problem by printing its wide reports in vertical strips,
each sized appropriately for your computer paper (including wide-carriage
computer paper). When the report is finished, you can tape the sheets of
paper together to produce a wide, printed-out report. Quicken prints
reports like this automatically. You don’t have to do anything except tape
the report together when it is finished. Reports that do fit your computer
paper print as you would expect.

In addition, you can fit more characters per line on a page with condensed
(16.7 characters per inch) type. The owner’s manual of your printer tells
you if your printer has this capability.

For a more detailed explanation of setting up your printer, see [page 14-4

Quicken tip: If you're using a laser printer or a dot-matrix printer that
supports different type fonts (Times, Helvetica, etc.), make sure that you
print Quicken’s reports using a nonproportional font. In nonproportional
fonts, all the characters have the same width—the 1 takes up as much space
as the M. If you print using a proportional font, Quicken’s columns may
not line up evenly.

Transaction Reports

Transaction Reports list transactions from the Check Register. When you
create the report, you specify which transactions you want listed and how
you want Quicken to group and subtotal them. For example, the following
Transaction Report is subtotaled by @Category; it shows a detailed listing
of tax deductions. The Transaction Report following that is subtotaled by
payee; it shows income and expense by payee.
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1ST_BANK
1/ 1/5%0

3/14 1275
9/21 1416

2721 503
5/30 592
9/30 657

2/14 497
5/29 1339
6/ & 60

5/16 1329

M2 1232
2/20 1254
3/15 1279
4/17 1302
516 1337
6/11 1359
9/18 1412
10/19 1425
11715 1453
12/22 1487

ITEMIZED DEDUCTIONS FOR SCHEDULE A
1/ 1789 Through 12/31/89

Memo clr Put/Dep
EXPENSES
charity Contributions
University Fund acharity (tax) X -200.00
United Wey aCharity (tax) X -175.00
TOTAL Charity Contributions -375.00
Medical-Nedicines & Drugs
Peoria Drug Med_Drug (tax) X -17.24
Peoris Drug Store iaed_Drug (tax) x -45.12
Shopeo Discount ed_Drug (tax) X -58.5%
TOTAL Medical-Medicines & Drugs ~120.95
Hedical-Doctors & Hosp.
Or. Wilson @Med_Dtrs (tax) X ~95.00
Pecria Traume Center aMed_Dtrs (tax) Dan's fall X -635.00
Peoria Therspy Inc. aMed_Dtrs (tax) Dan-therapy X -207.00
TOTAL Medical-Doctors & Hosp. -937.00
Miscellaneous Deductions
First Bank Misc_Ded. (tax) Safe Deposit X -75.00
TOTAL Miscellaneous Deductions -75.00
Interest-Home Wortgage
First State Bank aMort_Int (tax) X -1,253.70
First State Bank aMort_Int (tax} X -1,252.62
First State Sank aMort_Int (tex) X -1,251.54
First State Sank ort_Int (tax) X -1,250.43
First State Bank aort_int (tax) X -1,249.36
First State Bank asort_int (tax) X -1,248.23
First State Bank aMort_Int (tax) X -1,266.9
First Stete Sank Mort_Int (tax) X -1,243.85
First State Bank Mort_Int (tax) X -1,243.72
First state Bank aMort_Int (tax) X -1,243.58
TOTAL Interest-tome Mortgage -12,481.%
TOTAL EXPENSES -13,969.89
=zzszesmenn
OVERALL TOTAL -13,989.39

Figure 11-2.

Transaction Report subtotaled by @Category.
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1ST_BANK
7/29/89

1/14
2/24
36
3725
418
5/26

1119
e/21
ng
4/13
5723

ny
2/21
37119
413
5/23

Ve
2/ 8
2716
37
317
4 2
4/26
5/7
5730

431

INCOME & EXPENSE BY SOURCE
1/ 1/89 Through 5/31/89

Payee Newo Clr Pat/Dep

INCOME
Boston Investments @iInt_Earned X 36.37
Boston Investments JInt_Eacned % 30.45
Boston Investments JInt_Earned Special Dividend! X 105.24
Boston Investments @lnt_Earned X 2.52
Boston Investments alInt_Earned X 27.52
Boston Investwents &Int_Earned X 25.72

TOTAL BOSTON INVESTMENTS 254.82
TOTAL INCOME 254.82

EXPENSES

Adans Properties
Adams Properties
Adane Properties
Adams Properties
Adsws Properties

@Rent Jan. rent
@Rent Feb. rent
Rent Mer. rent
@Rent Apr. rent
aRent May. rent (w/increase)

TOTAL ADAMS PROPERTIES

ATET
ATET
ATRT
ATRT
ATET

TOTAL ATET

ATH
ATH
ATH
AT™H
ATH
ATH
ATH
A™M
ATH

TOTAL ATH

TOTAL EXPENSES

OVERALL TOTAL

autilities 1/3/89 bill
Wtilities 2/5/89 bill
Wrilities 3/4/89 bill
atilities 4/5/89 bill
autilities 5/4/89 bill

acash
acash
acash
acash
acash
acash
acash
acash
acash

PR R

Figure 11-3. Transaction Report subtotaled by payee.

To create a Transaction Report:

1. Choose Transaction Report from the Activities Menu. Quicken

displays the Create Transaction Report dialog box, as in Figure 11-4.

The cursor is in the Report title field.
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Restrictions. You can
restrict the transactions
that Quicken uses in its
report. Restrict by date,
transaction type, payee,
memo, cleared status,
or any combination.

Subtotal. How you
want Quicken to /

calculate the
subtotals for the
report.

Chapter 11. Reports

Create Transaction Report

Report title (optional): [ITEMIZED DEDUCTIONS FOR SCHEDULE A |

'+ Restrict to transactions from: [ 1/ 1/89] through:
which are: @D Payments € Deposits € Either

and whose payee matches (optiomal):
and whose memo matches (optional) :[..tax..

L— and whose cleared status is: gﬁnythiny Not cleared
Cleared (X or %) Newly cleared (%)
| Subtotal by: Don’t subtotal Half month Year
1 Neek Month Payee
Two weeks Quarter ap BCategory

O Show totals only
/
Show totals only. You can produce a complete

report showing all transactions, or a summary report
showing only the totals of the transactions.

Figure 11-4. Create Transaction Report dialog box produces a
report similar to that in Figure 11-2.

Type in a title for the report if you wish. The title can include num-
bers, letters, and other characters. If you don't type a title, Quicken
supplies a descriptive title determined by your subtotal, such as
TRANSACTION REPORT BY PAYEE. If you subtotal by nothing, the
title reads TRANSACTION REPORT. Press . The cursor moves
to the Restrict to transactions from field.

Type the date of transactions at which you want the report to start.
The default is January 1 of the current year. Press to move to the
through field and type in the date at which you want the report to
conclude. The default is today’s date.

Set additional restrictions if you wish. This is optional. For many
reports you need not set any additional restrictions. When you do,
remember that Quicken includes in its reports only transactions that
fall within the date range AND which meet ALL the additional restric-
tions.

The following are optional steps to set additional restrictions:

® Press one of the on-screen buttons Payments, Deposits, or Either.

Pressing Either creates a report composed of all transactions;
pressing Payments or Deposits creates reports comprising those
transaction types only.

Note: Zero-amount transactions are treated as deposits in reports.
For more information on zero-amount transactions, see Chapter 9,
Split Transactions.
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Select the whose payee matches field and type the name of a
payee. Quicken produces a report that includes only transactions
with that payee. You can type the exact name or a partial name.
See the section “Exact matches and key word matches” on page 11-
10 for the rules about finding partial matches.

Select the whose memo matches field and type memo (or split)
information that you want Quicken to use in selecting the transac-
tions that make up the report. Quicken will include in the report
all transactions, and their splits (if any), whose Memo fields match
what you type in the whose memo matches field. If the Memo
field of a transaction does not match but one of its split memos
does, Quicken treats the transaction as having the matching split
memo as its Memo field and the corresponding split amount as its
amount.

With whose memo matches, as with whose payee matches, you
can request partial matches. In Figure 11-4, the whose memo
matches field would restrict the report to transactions containing
the word “tax” in the memo field. See the section “Exact matches
and key word matches” on page T1-10 for the rules about finding
partial matches.

Press one of the on-screen Cleared Status buttons: Anything,
Cleared (X or *), Not cleared, or Newly cleared (*). Quicken

creates a report restricted to transactions with the cleared status
you have selected. Anything means both cleared and uncleared
transactions. You should leave the Anything button selected
unless you are creating a report specifically to show which of your
transactions are Cleared or Uncleared.

5. Press one of the nine on-screen Subtotal by pushbuttons. When
Quicken subtotals a report, it automatically sorts, groups, and subto-

tals

according to the button you choose. The following table explains

the effect of each of the nine pushbuttons.
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Choose This:

To Get This:

Don’t subtotal

Week

Two weeks

Half month

Month

Quarter

Year
Payee

@Category

Transactions listed in chronological order. No
grouping or subtotals.

Transactions sorted, grouped, and subtotaled
by week, running Sunday through Saturday.

Transactions sorted, grouped, and subtotaled
by two-week periods, running Sunday
through Saturday.

Transactions sorted, grouped, and subtotaled
by twice-monthly periods, starting on the 1st
and 16th of each month.

Transactions sorted, grouped, and subtotaled
by month, starting on the 1st of each month.

Transactions sorted, grouped, and subtotaled
by quarter. A quarter includes three consecu-
tive calendar months, starting with January 1,
April 1, July 1, and October 1.

Transactions sorted, grouped, and subtotaled
by calendar year.

Transactions sorted, grouped, and subtotaled
by payee.

Transactions sorted, grouped, and subtotaled
by @Category. If your transactions have
subcategories, Quicken sorts, groups, and
subtotals each subcategory within each @Cate-

gory.

*  Check the Show totals only checkbox if you want the report to
leave off the detailed information about all the transactions and
show only a summary report of the totals and subtotals, if any.
Usually, you would leave this unchecked to show transaction

detail.

When you are satisfied with the settings for all your criteria, press the
on-screen Start Report pushbutton. Quicken starts searching the
Check Register to find transactions that meet the criteria you've set.
This may take some time, depending on the size of your Check Regis-
ter and the complexity of your criteria. When Quicken has found all
the transactions that meet your criteria, it displays the report on the

screen.
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7. Examine the report by scrolling around it with {T], A&l and 2.
or using the two scroll bars if you have a mouse.

8. To print the report, choose Print Report from the File Menu. Quicken
displays the Print To dialog box.

9. Select whether you want to print to the printer or to a file, and the Page
Setup you wish to use. Press the on-screen OK pushbutton. Quicken
prints the report.

10. When you have finished examining the report, press the on-screen

Done pushbutton. You can also press [Ese]. Quicken returns to the
Create Transaction Report dialog box.

Exact matches and key word matches

11-10

The Restrict to part of the Create Report dialog box gives you great control
over which transactions Quicken includes in reports. The whose payee
matches and whose memo matches fields are particularly powerful. They
are useful for reports that focus only on a particular type of transaction,
such as tax-related transactions. Another use is segregating expenses, such
as expenses for different properties, clients, or jobs.

In preparing the report, Quicken includes only transactions that match
what you type in the whose payee matches and whose memo matches
fields. Quicken does not differentiate between uppercase and lowercase
letters and ignores any spaces before or after the payees and memos. The
type of match that Quicken looks for can be an “exact match,” a “key word
match,” or a “mixed match.” Here’s how they differ:

* Exact match. The report includes only those transactions that exactly
match the word or phrase you type. For example, if you type @utili-
ties in the whose memo matches field, the report will include only the
transactions that have the phrase “@utilities” in the transaction’s
Memo field; no more, no less.

¢ Key word match. The report includes only those transactions that
contain the word or phrase you type. To do this, type two periods on

one or both sides of the word or phrase. For example, type ..@utilities..
in the whose memo matches field and the report includes all the
transactions that have the phrase “@utilities” anywhere in the
transaction’s Memo field. The Memo fields can contain other charac-
ters as well.
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® Mixed match. In general, you can use two periods to indicate any
number of characters. For example, if you type @utilities.. in the
whose memo matches field, the report will include all transactions
whose memos begin with “@utilities,” with any or no characters follow-
ing. Similarly, ..@utilities will include all transactions whose memos
end with “@utilities,” and @..bus will include all transactions whose
memos begin with “@” and end with “bus.”

A question mark (?) is used to indicate any single character. For example,
if you type Sm?the in the whose payee matches field, the report will
include transactions with payees “Smithe” or “Smythe” but not “Smirthe.”

A leading tilde (~) negates whatever you type. For example, ~..Smith.. in
the whose payee matches field will include all transactions except those
with “Smith” in the payee field. The tilde must be the first character in the
whose payee matches or the whose memo matches field.

See the examples below. These examples apply to both the whose memo
matches and whose payee matches fields of the Create Report dialog box.
Try examples like these yourself in your own reports—the Transaction
Report you obtain will make the results clear.

Examples of Examples of what Examples of what the
what you type the report includes report does not include
tax tax, Tax, TAX taxable, tax deduction, surtax,
new tax loss, rent, utilities
tax.. tax, Tax, TAX, taxable, surtax, new tax loss, rent,
tax deduction utilities
tax tax, Tax, TAX, surtax taxable, tax deduction,
property tax new tax loss, rent, utilities
tax.. tax, Tax, TAX, taxable, tax rent, utilities
deduction, surtax, new tax loss
~tax taxable, tax deduction, surtax, tax, Tax, TAX
new tax loss, rent, utilities
~..tax.. rent, utilities tax, Tax, TAX, taxable, surtax, tax
deduction, new tax loss
t..x tax, Tax, TAX taxable, surtax, tax deduction,
trix, tx, tkx, t x, new tax loss, rent, utilities
t?x tax, Tax, TAX, tkx, trix, tx, taxable, surtax, tax deduc-

tion, new tax loss, rent, utilities
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@Category Reports

@Category Reports are summary reports. They show subtotals by @Cate-
gory without showing individual transactions. In addition, they ask how
often you want Quicken to subtotal each @Category. Figure 11-5 shows
household income and spending for two months, subtotaled by month.

MONTHLY FINANCES, SERTEMBER & OCTOBER
9/ 1/89 Through 10/31/89
1ST_BANK Page 1
1/ 2/89
9/ 1/89-
Category Description 9/89 10/89 10/31/89
INCOME
Bonuses Earned 500.00 0.00 500.00
Interest Earned 25.64 25.75 51.39
Satary 7,433.64 7,433.65 14,867.29
TOTAL INCOME 7,959.28 7.459.40 15,418.68
EXPENSES
Auto 1,102.74 1,173.76 2,276.50
Charity Donations 100.00 50.00 150.00
Education 352.76 286.97 639.73
Entertainment
bining Out 37727 171.90 549.17
Theatre, Movies 85.00 0.00 85.00
TOTAL Entertainment 482.27 171.90 634.17
aifts 126.12 0.00 126.12
Groceries 372.84 354.60 727.44
Household 243.87 202.65 446.52
Housing 2,943.76 2,943.76 s,887.52
Insurance 0.00 648.43 648.43
Major Purchases 524.89 0.00 524.89
Medical & Dental 37.84 150.00 187.84
Recreation 64.66 194.66 259.32
savings Fund 500.00 500.00 1,000.00
Subscriptions 0.00 42.00 42.00
Taxes 19.87 87.37 107.24
utilities
Gas/Electric 205.47 139.62 345.09
Phone 81.51 156.94 238.45
TOTAL Utilities 286.98 296.56 583.54
Other Expenses 174.76 49.92 224.68
Not Categorized Expenses 72.56 0.00 72.56
TOTAL EXPENSES 7,385.92 7,152.58 14,538.50
OVERALL TOTAL 573.36 306.82 880.18

Figure 11-5. Income and spending for two months, subtotaled by
month.
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@Category Reports are very useful. Depending on the @Categories you set
up, you can use them in preparing tax returns, managing rental property,
producing profit and loss statements, billing for work done, showing
monthly spending trends, and so on. For suggestions on how to get the
most out of @Category Reports, see Chapters 15, 16, and 17 on home and
business uses of Quicken.

To create an @Category Report:

1.

Choose @Category Report from the Activities Menu. Quicken
displays the Create @Category Report dialog box, as in Figure 11-6.
The cursor is in the Report title field.

Create @Category Report

Report title (optional): [MONTHLY FINANCES, SEFTEWBER AND OCTOBER]

Restrict to transactions fr'on:I 9/ 1/89|thnough: |18/31/89|
which are: & Payments & Deposits @@ Either
and whose payee matches (optional):
and whose memo matches (optiomal) :

and whose cleared status is: 8Rnythinq Not cleared
Cleared (X or ) Newly cleared (%)

Subtotal by: Don’t subtotal & Half month O Year
@D Month

Neek
Two weeks &/ Quarter

[ Select @Categories to include

Figure 11-6. Create @Category Report dialog box filled in to
create the report shown in

Type in a title for the report if you wish. The title can include num-
bers, letters, and other characters. If you don’t type a title, Quicken
supplies a descriptive title based on your subtotal, such as @ CATE-
GORY REPORT BY WEEK. Press [Tab]. The cursor moves to the
Restrict to transactions from field.

Type the date of transactions at which you want the report to start.

The default is January 1 of the current year. Press[Tab]to move to the
through field and type in the date at which you want the report to
conclude. The default is today’s date.
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4. Set additional restrictions if you wish. This is optional. For many
reports you need not set any additional restrictions. When you do,
remember that Quicken includes in its reports only transactions that
fall within the date range AND that meet ALL the additional restric-
tions.

The following are optional steps to set additional restrictions:

¢ Press one of the on-screen buttons Payments, Deposits, or Either.
Pressing Either creates a report composed of all transactions;
pressing Payments or Deposits creates reports comprising those
transaction types only.

Note: Zero-amount transactions are treated as deposits in reports.
For more information on zero-amount transactions, see Chapter 9,
Split Transactions.

® Select the whose payee matches field and type the name of a
payee. Quicken produces a report that includes only transactions

with that payee. You can type the exact name or a partial name.
See the section “Exact matches and key word matches” on page 11-
10 for the rules about finding partial matches.

® Select the whose memo matches field and type memo (or split)
information that you want Quicken to use in selecting the transac-
tions that make up the report. Quicken will include in the report
all transactions, and their splits (if any), whose Memo fields match
what you type in the whose memo matches field. If the Memo
field of a transaction does not match but one of its split memos
does, Quicken treats the transaction as having the matching split
memo as its Memo field and the corresponding split amount as its
amount.

With whose memo matches, as with whose payee matches, you
can request partial matches. In Figure 11-4, the whose memo
matches field would restrict the report to transactions containing
the word “tax” in the memo field. See the section “Exact matches
and key word matches” on for the rules about finding
partial matches.

® DPress one of the on-screen Cleared Status buttons: Anything,
Cleared (X or *), Not cleared, or Newly cleared (*). Quicken
creates a report restricted to transactions with the cleared status
you have selected. Anything means both cleared and uncleared
transactions. You should leave the Anything button selected
unless you are creating a report specifically to show which of your
transactions are Cleared or Uncleared.
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Press one of the seven on-screen Subtotal by buttons. When Quicken
subtotals an @Category Report, each subtotal produces another
column in the report. The following table explains the effect of each of

the seven buttons.

Choose This: To Get This:

Don’t subtotal Shows only one column covering the entire
time period. No grouping or subtotals.

Week Shows a column for each week, running
Sunday through Saturday.

Two weeks Shows a column for each two-week period,
running Sunday through Saturday.

Half month Shows a column for each twice-monthly
period, starting on the 1st and 16th of each
month.

Month Shows a column for each month, starting on
the 1st of each month.

Quarter Shows a column for each quarter of the year.
A quarter includes three consecutive calendar
months, starting with January 1, April 1, July
1, and October 1.

Year Shows a column for each calendar year.

Note: If your transactions have subcategories, Quicken sorts, groups,
and subtotals each subcategory within each @Category. This means
that each time period column in the @Category Report can consist of
multiple columns for subcategory subtotals, depending on how many
levels of subcategories you use. For more information on subcatego-

ries, see Chapter 8, [page 8-9

e Indicate by clicking on the Select @Categories to include checkbox
whether you want to select the @Categories to be included in the
report. If you do not check this box, Quicken includes in the report
all @Categories it finds transactions assigned to.

Or

If you do click the box, Quicken will prompt you as it starts the
report, to select which specific @Categories to include in the report

(see next page).
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6. When you are satisfied with the settings for all your criteria, press the
on-screen Start Report pushbutton. If you have not checked the Select
@Categories to include checkbox, Quicken starts searching the Check
Register to find transactions that meet the criteria you've set.

Or

If you have checked the Select @Categories to include checkbox,
Quicken displays the Select @Categories To Include dialog box, as in
Figure 11-7.

@Category names. Select GCategories To Include

\ Description Include
; 4 No check mark indicates
onuses nuses Larne -
‘g)_\apitg ghapitgobgnations H f@Category excluded
ioti inin ining Ou
@Category descriptions. ~Jll B ducagion Educagion rom report.

Entertaiment

1 Entertaiment

| Ga Gas/Electric
| Gifts Gifts

| Groceries Groceries

Household Househald
Housing Housing
Insurance Insupance

\ . Check mark indicates
@Category included in
report.

AAANKKARS \\&

Figure 11-7. Select @Categories To Include dialog box.

To exclude an @Category from the report, use the or to select
that @Category and then press the space bar. The check mark in the
Include column disappears. Press the space bar a second time to
include the @Category again. The check mark reappears. You can also
double-click with the mouse to include and exclude an @Category.
When you have finished selecting @Categories to include, press the on-
screen OK pushbutton. Quicken starts searching the Check Register to
find transactions that meet the criteria you've set.

It may take Quicken some time to search through the Check Register to
generate the report, depending on the size of your Check Register and
the complexity of your criteria. When Quicken has found all the
transactions that meet your criteria, it displays the report on the screen.

7. Examine the report by scrolling around it with [T}, 4], |[¢], and [, or
using the two scroll bars if you have a mouse.

8. To print the report, choose Print Report from the File Menu. Quicken
displays the Print To dialog box.

11-16 + Quicken User Manual



Chapter 11. Reports

9. Select whether you want to print to the printer or to a file, and the Page
Setup you wish to use. Press the on-screen OK pushbutton. Quicken
prints the report.

10. When you have finished examining the report, press the on-screen

Done pushbutton. You can also press [Esc]. Quicken returns to the
Create Transaction Report dialog box.

Looking over the @Category Report

There are several things to notice about an @Category Report. First, note
that Quicken displays category descriptions rather than @Category names
for @Categories that have descriptions. Quicken displays the @Category
name only if there is no description.

Second, note that Quicken lists both categories and subcategories if you
have assigned transactions to subcategories (see the Entertainment and
Utilities sections of the report in Figure 11-5). Quicken indents each level
of subcategory and adds extra columns to the report. Phone and Gas/
Electric are indented in the report because some transactions were catego-
rized as @Utilities @Phone and some as @Utilities @Gas/Electric. For
more information on subcategories, see Chapter 8,

Third, note that Quicken totals any uncategorized transactions covered by
the date range and shows their total as “Not Categorized.” Both payments
and deposits can include uncategorized transactions. In the example in
Figure 11-5 the only uncategorized transactions were payments.

Quicken tip: You may find under some categories a “Not Categorized”
subcategory, such as “Not Categorized Utilities.” The reason for this is
that you have assigned subcategories to some transactions in the @Cate-
gory, but not to all. For example, if the Check Register contains a transac-
tion for $100 categorized as @Utilities @Phone and another transaction for
$50 categorized simply as @Utilities, the @Category Report would display
under the “Utilities” category $100 for the “Phone” subcategory and $50
for “Not Categorized Utilities,” and the total for “Utilities” would be $150.
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Budget Reports

11-18

Budget Reports, as their name indicates, are useful for budgeting—that is,
comparing actual spending and income with budgeted spending and
income. To produce budget reports, you must first assign your transac-
tions to @Categories. You then specify a budget amount for each @Cate-
gory you want included in the Budget Report. (Once you've specified a
budget amount for an @Category, Quicken remembers it so you never
have to enter it again, unless you want to change it.) Quicken then com-
pares actual @Category amounts with the budgeted amounts and produces
a report showing the actual and budgeted amounts and the difference
between the two.

Figure 11-8 shows a one-month report for a typical household budget.

MONTHLY BUDGET, OCTOBER
10/ 1/89 Through 10/34/89
1ST_BANK Page 1
M/ 2789
10/ 1789 - 10/31/89
Category Description Actual  Budget oitt

INCOME

Bonuses Earned 0.00 250.00 -250.00
Interest Earned 25.75 25.00 0.75
satary 7,433.65 7,400.00 33.65
TOTAL INCOME 7,459.40 7,675.00 -215.60
EXPENSES
Auto 1,173.76 1,100.00 73.76
Cherity Donations 50.00  50.00 0.00
Education 288,97 100.00 186.97
Entertainment 171.90 100.00 7.%0
Gitts 0.00 10000  -100.00
Groceries 354.60 350.00 4.60
Household 202.65  100.00  102.65
Housing 2,943.76 2,943.76 0.00
Insurance 64843 600.00 48.43
Hajor Purchases 0.00  400.00  -400.00
Nedical & Dental 150,00 175.00  -25.00
Recreation 194,66 100.00 94.66
savings Fund 500.00  500.00 0.00
Subscriptions @200 20.00 22.00
Taxes §.37  100.00  -12.63
utilities 296.56  275.00 21.56
Other Expenses 49.92  150.00  -100.08
TOTAL EXPENSES 7,152.58 7,163.76 -11.18

OVERALL TOTAL 306.82 511.24 -204.42

Figure 11-8. Household Budget Report for one month.
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To create a Budget Report:

1.

Choose Budget Report from the Activities Menu. Quicken displays
the Create Budget Report dialog box, as in Figure 11-9. The cursor is
in the Report title field.

Create Budget Report

Report title (optional):[MONTHLY BUDGET, OCTOBER ]

Restrict to transactions from: [18/81/89] through:
which are: &) Payments &9 Deposits @ Either
and whose payee matches (optional):
and whose memo watches (optional) !

and whose cleared status is: Angthx 8 Not cleared
leared (X or %) Newly cleaved (%)

Subtotal by: Don’t subtotal Half wonth O Year
gueek Month
Two weeks Quarter

IEdit Budgets

Figure 11-9. Create Budget Report dialog box set up to produce
the report in Figure 11-8.

Type in a title for the report if you wish. The title can include num-
bers, letters, and other characters. If you don't type a title, Quicken
supplies a descriptive title based on your subtotal, such as BUDGET

REPORT BY MONTH. Press . The cursor moves to the Restrict
to transactions from field.

Type the date of transactions at which you want the report to start.
The default is January 1 of the current year. Press to move to the
through field and type in the date at which you want the report to
conclude. The default is today’s date.

Set additional restrictions if you wish. This is optional. For many
reports you need not set any additional restrictions. When you do,
remember that Quicken includes in its reports only transactions that
fall within the date range AND that meet ALL the additional restric-
tions.

The following are optional steps to set additional restrictions:

® Press one of the on-screen buttons: Payments, Deposits, or Either.
Pressing Either creates a report composed of all transactions;
pressing Payments or Deposits creates reports comprising those
transaction types only.
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11-20

Note: Zero-amount transactions are treated as deposits in reports.
For more information on zero-amount transactions, see Chapter 9,

lpage 9-6

o Select the whose payee matches field and type the name of a
payee. Quicken produces a report that includes only transactions
with that payee. You can type the exact name or a partial name.
See the section “Exact matches and key word matches” on page 11-
10 for the rules about finding partial matches.

® Select the whose memo matches field and type memo (or split)
information that you want Quicken to use in selecting the transac-
tions that make up the report. Quicken will include in the report
all transactions, and their splits (if any), whose Memo fields match
what you type in the whose memo matches field. If the Memo
field of a transaction does not match but one of its split memos
does, Quicken treats the transaction as having the matching split
memo as its Memo field and the corresponding split amount as its
amount.

With whose memo matches, as with whose payee matches, you
can request partial matches. In Figure 11-4, the whose memo
matches field would restrict the report to transactions containing
the word “tax” in the Memo field. See the section “Exact matches
and key word matches” onlpage 11-10 for the rules about finding
partial matches.

e Press one of the on-screen Cleared Status buttons: Anything,
Cleared (X or *), Not cleared, or Newly cleared (*). Quicken
creates a report restricted to transactions with the cleared status
you have selected. Anything means both cleared and uncleared
transactions. You should leave the Anything button selected
unless you are creating a report specifically to show which of your
transactions are Cleared or Uncleared.

5. Press one of the seven on-screen Subtotal by pushbuttons. When
Quicken subtotals a Budget Report, each subtotal produces another
column in the report. The following table explains the effect of each of
the seven pushbuttons.
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Choose This: To Get This:

Don'’t subtotal Shows only one column covering the entire
time period. No grouping or subtotals.

Week Shows a column for each week, running
Sunday through Saturday.

Two weeks Shows a column for each two-week period,
running Sunday through Saturday.

Half month Shows a column for each twice-monthly
period, starting on the 1st and 16th of each
month.

Month Shows a column for each month, starting on

the 1st of each month.

Quarter Shows a column for each quarter of the year.
A quarter includes three consecutive calendar
months, starting with January 1, April 1, July
1, and October 1.

Year Shows a column for each calendar year.

Note: Unlike @Category Reports, Budget Reports do not subtotal or
display subcategories. If you have assigned transactions to subcatego-
ries within categories, only the main @Category (the first one in the
Memo field) will be listed in the Budget Report. For more information
on subcategories, see Chapter 8, [page 8-9

If you want to change or add budget amounts to any @Categories,
press the on-screen Edit Budgets pushbutton. Quicken displays the
Edit Budget Amounts dialog box. Make any changes necessary and
press the on-screen OK pushbutton when done. Quicken returns you
to the Create Budget Report dialog box. For more information on

editing budget amounts, seelpage 11-221

When you are satisfied with your criteria settings, press the on-screen
Start Report pushbutton. Quicken starts searching the Check Register
to find transactions that meet the criteria you set in the Create Budget
Report dialog box. This may take some time, depending on the size of
your Check Register and the complexity of your criteria. When
Quicken has found all the transactions that meet your criteria, it
displays the report on the screen.

Examine the report by scrolling around it with [T],[{], ,and |2,
or using the two scroll bars if you have a mouse.
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9. To print the report, choose Print Report from the File Menu. Quicken
displays the Print To dialog box.

10. Select whether you want to print to the printer or to a file, and the Page
Setup you wish to use. Press the on-screen OK pushbutton. Quicken
prints the report.

11. When you have finished examining the report, press the on-screen

Done pushbutton. You can also press . Quicken returns to the
Create Transaction Report dialog box.

Specifying budget amounts

Whenever you memorize a new @Category, Quicken assigns it a budget
amount of zero. For creating Budget Reports, you'll probably want to
change the budget amounts of some @Categories or even exclude some
@Categories from being listed in the Budget Report. Any changes you
make to the budget amounts of @Categories are saved by Quicken, so once
you enter a budget amount, you never have to reenter it, unless you need
to change it.

To add or change budget amounts:

1. At the Create Budget Report dialog box, press the on-screen Edit
Budgets pushbutton. Quicken displays the Specify Budget Amounts
dialog box, as in Figure 11-10. The Specify Budget Amounts dialog
box shows each @Category and its description.

@Category name. @Category Monthly budget Check mark indicates @Category
description. amount. included in report.
&Category Description dget Amt \Nnclude I
[ uto Auto !
Bonuses Bonuses Earned
Charity Charity Donations
Dining_ Dlmng_ﬂut
Education Education

Entertaimment |Entertainment

No check mark indicates @Category
excluded from report.

Figure 11-10. Specify Budget Amounts dialog box.
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2. You can change the budget amount of any @Category or include or
exclude the @Category from the Budget Report.

¢ To change the monthly budget amount of an @Category, move the
cursor to the @Category’s Budget column. UselT], 4], , Or
[Pabn]to move through the list of @Categories, or click the up
arrow and down arrow on the scroll bar with the mouse. Type the
new budget amount over the existing one. Remember to enter the
budget amounts for expense @Categories as negative numbers and
for income @Categories as positive numbers. You must enter each
amount as a monthly figure. Budget amounts always appear as
monthly in this dialog box, no matter what time period you use in
the Budget Report. If you choose a time period other than
monthly in the Create Budget Report dialog box, Quicken adjusts
the budget amounts accordingly. For example, if you subtotal a
report by year, Quicken multiplies the budget amounts by 12
before displaying them in the report.

e To exclude an @Category from the Budget Report, move the cursor
to the Include column of that @Category and then press the space
bar. The check mark in the Include column disappears. Press the
space bar a second time to include the @Category again. The
check mark reappears. You can also double-click with the mouse
to exclude an @Category from the Budget Report.

Note: When you change the budget amount of an @Category, the
check mark in the Include column will automatically appear too if
it is not already there to include the @Category in the report.

3. When you are satisfied with the budget amounts and include status of
all the @Categories, press the on-screen OK pushbutton. Quicken
returns you to the Create Budget Report dialog box, where you can
press the on-screen Start Report pushbutton to begin the report.

Or
Press the on-screen Cancel pushbutton to cancel any changes you have

made to the budget amounts and return to the Create Budget Report
dialog box.

Budget Reports group @Categories with positive budget amounts (or zero)
in the INCOME section at the top of the report and those with negative
amounts in the EXPENSES section at the bottom of the report.
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Chapter 12
Reconciling Your
Account

Entering the ending balance and marking cleared transactions

If your account balances

If your account doesn’t balance

In this chapter you'll learn how to reconcile your Quicken Check Register
with your monthly bank statement. “Reconciling your account” means
verifying that your records and the bank’s records show the same amount
of money in your account at the end of a specific time period.

Entering the ending balance and
marking cleared transactions

You begin reconciling with Quicken by entering the ending balance from
your bank statement. The ending balance is the amount of money the bank
had in your account on the last day of the period covered by the statement.
Most monthly statements label this amount the “ending balance.” On
some statements, it may be the last number shown in the statement’s
balance column.

After entering the ending balance, mark as cleared in the Check Regiéter all
the transactions listed on the bank statement, just as you do when reconcil-
ing a paper checkbook.

Quicken compares your Check Register with the bank statement. If they
agree, your account is in balance. If your Check Register and the bank
statement don’t agree, Quicken helps you find the difference. If there is a
difference, Quicken offers to adjust your records to agree with the bank
statement.
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Quicken is designed to reconcile one statement at a time. If you're recon-
ciling more than one statement, do the oldest one first. Also, be sure that
all outstanding transactions—such as checks you’'ve written by hand—are
entered in the Check Register before you begin reconciling. Quicken won'’t
be able to reconcile your account correctly unless you have recorded all
your transactions.

To begin reconciliation:

1. Choose Reconcile from the Activities Menu. Quicken displays a
shortened Check Register, with a Reconciliation Summary section at
the bottom. This is called the Reconciliation Register. Quicken over-
lays this Reconciliation Register with the Ending Bank Balance dialog
box, as shown in Figure 12-1.

Ending Bank Balance

Ending balance from bank statement: 3,540.26

Figure 12-1. Ending Bank Balance dialog box.

2. Type in the ending balance from your bank statement and press the
on-screen OK pushbutton. Quicken returns to the Reconciliation
Register, as in Figure 12-2. Quicken positions the highlight box at the
first uncleared transaction in the Check Register. The cursor is in the
Cleared (C) column.
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Type an asterisk (*} in the Cleared (C) column for transactions Total dollar amount of all transactions in
listed on your bank statement. You can also double-click. Check Register marked cleared (X or *).
HFile FajlEdit FafSearchFdfQuick EntmyFsifictivitiesFe 1! Fofl X
Running summary of NUN PAYEE/NEND PAYMENT |[cI[ DEPOSIT | BALANCE
transactions you pening Balance N W[ 2,598, , 508,
have marked 1989lI g
cleared. TOUT | Lee s Dept, Store \ 2,467.7
1989 Clothin
eposi 1,873, 048,
1989 Paycheck D
9/ 35| wseese|Bank 1,083.68( \2,459.08
1989 @Mort _I_
Previously cleared it RL%U?&%L%%TIDN sT t lY leared it \1 416,32
ini reviously cleared items: ,308, otal cleared items ,416.
When finished | Itens You Have Cleared (¥) Bank Balance 3,549.26
marxing N 1 Checks, Debits; -1,883.68 o emememmemeeee
trans;Ctlons, press @ Deposits, Credits: .80 Difference -2,123.94
d Recon.
en ——— (o Reaon) Ty L)
Ending Balance: $2,459.08

/

Move highlight box to next uncleared transaction by Difference between bank’s records and
pressing the on-screen Next pushbutton; move back yours. If zero, your Check Register
by pressing the on-screen Prev pushbutton. balances with the bank statement.

Figure 12-2. Marking cleared transactions during a reconciliation.

3. If the transaction is listed on the bank statement, type an asterisk (*) in
the Cleared (C) column to indicate that the transaction has cleared the
bank. If you are using a mouse, you can also double-click the Cleared
(O) column to mark the transaction cleared. An asterisk appears. To
unmark a transaction, press the space bar or double-click again. The
asterisk disappears.

4. Press the on-screen Next pushbutton. Quicken moves the highlight
box to the next uncleared transaction in the Check Register. If that
transaction is listed on the bank statement, mark it cleared as in Step 3
above. (If you need to go back to an earlier uncleared transaction,
press the on-screen Prev pushbutton.)

In addition to using the Next and Prev pushbuttons, you can move
through the Reconciliation Register in all the same ways that you can
in the regular, full-sized Check Register. The Next and Prev pushbut-
tons are just another way to move through the Reconciliation Register,
which is especially convenient when reconciling.
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12-4

Quicken tip: If you are using the keyboard, remember to use

+N] and +[P], the accelerator keys for these pushbuttons, to
save you time.

Continue marking cleared all transactions listed on the bank statement.

5. Add to the Reconciliation Register any transactions shown on the bank
statement that do not appear in the Reconciliation Register. These may
include bank fees, ATM transactions you neglected to record, and so
on. Type in these additional transactions at the end of the Reconcili-
ation Register exactly as though you were entering a new transaction.
Be sure to include an asterisk (*) in the Cleared (C) column to mark it
as cleared. Press the on-screen Accept pushbutton to record each such
additional transaction.

6. When you have finished marking and adding cleared transactions,
press the on-screen End Recon pushbutton. Quicken compares your
Check Register with the bank statement. If your records agree with the
bank’s, Quicken will congratulate you and offer to print a Reconcili-
ation Report (see below).

Or

If your records do not agree with the bank’s, Quicken will give you the
opportunity to find and fix the discrepancies, or simply to accept the
bank’s records as correct and enter a balance adjustment to bring your
records into agreement with the bank’s (see page 12-10).

As you mark transactions cleared, the Reconciliation Summary at the
bottom of the screen is updated to show you a running summary of your
reconciliation. This summary information includes the total number and
dollar amount of the transactions you have marked cleared from this bank
statement, the total dollar amount of all transactions marked cleared (from
this statement and all previous bank statements), and the difference
between the dollar amount of all cleared transactions and the bank balance
on the statement (which you told Quicken when you began reconciling).

When you reconcile your account, you are checking to be sure that your
records of all the transactions that have cleared the bank agree with the
bank’s records of those transactions. Specifically, you are verifying that
you have a record in your Check Register of all the transactions that the
bank has a record of and that the dollar amount of each of those transac-
tions is the same as what the bank reported them to be. If your records
and the bank’s records agree, then after you have marked cleared all the
transactions in the Check Register that appear on the bank statement, the
total of all cleared transactions as displayed in the Reconciliation Register
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will match the total of transactions on your bank statement and the Differ-
ence amount in the Reconciliation Summary will be zero. If your records
and the bank’s records do not agree, the amounts will not be the same and
the Difference will not be zero.

Quicken tip: It is helpful to place a check mark beside each transaction on
the bank statement that you mark in the Reconciliation Register. This
helps you find transactions that appear on the statement but are missing
from the Check Register.

If your account balances

When you press the on-screen End Recon pushbutton, Quicken compares
your records with the bank statement to see if they are in balance. Specifi-
cally, Quicken checks to see if the sum of the amounts of all cleared
transactions in the Reconciliation Register (those you just marked with
asterisks as well as any you had cleared in prior months) equals the bank
statement’s ending balance, which you told Quicken when you first started
reconciling.

If your Reconciliation Register balances with the bank statement, Quicken
updates your records and changes all the asterisks in the Cleared (C)
column to X’s. The X’s are used to help distinguish transactions that have
been cleared and reconciled this month from transactions you may clear
next month.

After updating your records, Quicken displays the Reconcile Complete
dialog box with a congratulations message, as in Figure 12-3.

Reconcile Complete

Congratulations! Your Account Balances,

Each * in your register has been changed to an X and %our
records have heen updated to match your hank statement,

Press 0K to leave recongiling =
or Press Print to print a Reconciliation report

Figure 12-3. Reconcile Complete dialog box with Congratulations.

Quicken User Manual  12-5



Chapter 12. Reconciling Your Account

If you wish to print out a Reconciliation Report that summarizes your
account activity according to the bank statement, you can do so now.

To print a Reconciliation Report:

1. At the Reconcile Complete dialog box, press the on-screen Print
pushbutton. Quicken displays the Print To dialog box.

2. Choose whether to print to the printer or to a file and the Page Setup
you wish to use.

3. Press the on-screen OK pushbutton. Quicken prints a Reconciliation
Report.

Quicken tip: If after leaving Reconcile you wish to print a Reconciliation
Report of your most recent reconciliation, you can do so by selecting
Reconcile from the Activities Menu as if you were going to reconcile a
new bank statement. Leave the bank’s ending balance at zero (or any
value). When the Reconciliation Register is displayed, select Print Report
from the File Menu and follow the steps above to print the report. After
printing is complete and you return to the Reconciliation Register, just
press or select another activity from the Activities Menu to leave
Reconcile.

If your account doesn’t balance

12-6

If, when you press the on-screen End Recon pushbutton, the total of all
cleared transactions in the Reconciliation Register does not agree with the
bank statement’s ending balance (and therefore the Difference amount on
the Reconciliation Summary is not zero), your records and the bank’s are
not in balance. Quicken displays the Out of Balance dialog box, as in

to show you the amount of the difference and to suggest
possible reasons for the difference.

At this point you have three options: you can try to find and correct the
source of the difference; you can ignore the difference and accept the
bank’s records as correct; or you can quit reconciling for now (your work
so far will be saved) and come back to it later.
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The dollar amount of the difference.

Out of Balance

There is a difference of - 3.8@.  Your register may have:
N - too few deposits warked as cleared

and/or - too many payments marked as cleared
and/or - incorrect dollar amounts on some items

Press Cancel to peturn to the register to find and fix the problem,

or Press K to accept bank’s pecords as correct (and add a halance
adjustment),

Figure 12-4. Out of Balance dialog box.

Correcting the difference and reconciling the account

To correct the difference, press the on-screen Cancel pushbutton to return
to the Reconciliation Register. The Reconciliation Summary remains at the
bottom of the screen. You can now check your reconciliation against the
bank statement in a systematic way.

First, double-check that the Bank Balance as displayed in the Reconciliation
Summary is the same as the ending balance on the bank statement. If the
figures do not agree, you will need to retype the Bank Balance.

Next, check the dollar total for “Checks, Debits” shown in the summary
against the dollar total for debits shown on your bank statement. Debits
are all payments, such as checks written or bank fees charged, that are
subtracted from your account. If the figures do not agree, you know you
have a problem with checks and debits.

Also check the dollar total for “Deposits, Credits” shown in the summary
against the dollar total for credits shown on your bank statement. Credits
are all additions to your account such as deposits and interest. If the
figures do not agree, you know you have a problem with deposits and
credits.

If the Bank Balance is incorrect:

1. Press as necessary to move the cursor to the Bank Balance field
of the Reconciliation Summary, or click there with the mouse.
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2. Type the correct bank ending balance over the incorrect one. Note that
the Bank Balance field is the only field in thé Reconciliation Summary
that you can move the cursor to and change directly.

3. Press the on-screen End Recon pushbutton. If the account balances
now, Quicken will update your records, changing all the asterisks in
the Cleared (C) column to X’s and displaying the Reconcile Complete
dialog box, as in
Or
If the account still does not balance, the Out of Balance dialog box will

reappear. See below for instructions on how to check for errors in
payments or deposits.

If you have a problem with checks and debits:

12-8

e Count the number of debit (payment) transactions listed on your bank
statement. Be sure to count all debit transactions, including checks,
transfers out of the account, ATM withdrawals, service charges and
fees, and automatic payments. Some statements count the number of
debits for you.

e Compare the number of debits on the bank statement with the number
of debits shown in the Reconciliation Summary.

If the counts are different...
You either:

1. Missed recording a payment in the Check Register.
2. Missed marking a payment as cleared.

3. Mistakenly marked a payment as cleared.

To correct the problem, go through the Reconciliation Register. Find any
payments listed on the bank statement that you may have neglected to
clear and clear them. If you find payments that you mistakenly cleared,
delete the asterisk from the Cleared (C) column. Add any transactions that
appear on the bank statement but are not currently in the Reconciliation
Register.

if the counts are the same but the amounts are different...

You probably recorded the payment, but typed in the amount incorrectly.
To correct the problem, see “Looking for incorrect amounts” later in this
chapter.
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If you have a problem with deposits and credits:

Count the number of credit transactions listed on your bank statement.
Be sure to count all credit transactions, including direct deposits,
transfers into the account, deposits made at automatic teller machines,
and interest received. Some statements count the number of credits for
you.

Compare the number of credits on the bank statement with the num-
ber of credits shown in the Reconciliation Summary.

If the counts are different...

You either:

1.
2.
3.

Missed recording a deposit in the Check Register.
Missed marking a deposit as cleared.

Mistakenly marked a deposit as cleared.

To correct the problem, go through the Reconciliation Register. Find any
deposits listed on the bank statement that you may have neglected to clear
and clear them. If you find deposits that you mistakenly cleared, delete the
asterisk from the Cleared (C) column. Add any deposits that appear on
the bank statement but not in the Reconciliation Register.

If the counts are the same but the amounts are different...

You probably recorded the deposit, but typed in the amount incorrectly.
To correct the problem, see “Looking for incorrect amounts” below.

Looking for incorrect amounts

Go through the Reconciliation Register, comparing the dollar amount
of each transaction shown on the bank statement with its dollar
amount in the Reconciliation Register.

If you find any amounts recorded incorrectly, type the correct amount
over the incorrect amount and press the on-screen Accept pushbutton

to record the change.
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Ending the reconciliation

e If the steps you have taken above have corrected the problem, the
Difference amount in the Reconciliation Summary will be zero. Press

the on-screen End Recon pushbutton. Quicken updates your records
and displays the Reconcile Complete dialog box with a congratula-
tions message, as in [Figure 12-31 See “If your account balances” on

¢ If your account still doesn’t balance, you may want to double-check
your work. In particular, make sure that all transactions on the bank
statement are correctly recorded in the Reconciliation Register and are
marked cleared. If you still can’t locate the problem, there may be an
error on your bank statement and you should contact your bank.

Ignoring the difference and reconciling the account

12-10

You may decide to ignore the difference between your Reconciliation
Register and the bank statement. This will save you time if the amount is
small and you feel it is not worth your time to track it down. Quicken will
add a Balance Adjustment transaction to the Reconciliation Register to
bring your records into balance with the bank’s.

Quicken tip: Be cautious about accepting the bank’s ending balance as
correct and adding a Balance Adjustment. Accepting your bank’s records
could introduce an error into your Check Register equal to the size of the
difference. In some circumstances, this could cause you to overdraw your
account. It's always safer to go through the Check Register to locate and
correct the source of the difference.

To ignore the difference:

1. Press the on-screen End Recon pushbutton. Quicken displays the Out
of Balance dialog box, as in

2. Press the on-screen OK pushbutton. Quicken displays the Adding
Balance Adjustment dialog box. Quicken explains that it will be
adding either a payment or deposit to your Check Register in order to
balance with your bank statement. Press the on-screen OK pushbutton
to add the adjustment.

Or
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Press the on-screen Cancel pushbutton and Quicken will not add a
Balance Adjustment. Quicken will return you to the Reconciliation
Register to continue reconciling.

Once Quicken has entered your balance adjustment, it will update
your records, changing all the asterisks to Xs, and display the Recon-
cile Complete dialog box with a message that the Check Register has
been adjusted to agree with the bank statement. If you wish to print
out a Reconciliation Report that summarizes your account activity
according to the bank statement, you can do so now by pressing the
on-screen Print pushbutton. See [page 12-€ for detailed instructions.

Or

Press the on-screen OK pushbutton to end reconciling and return to
the Check Register.
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Chapter 13
Account Activities

L

Setting up additional bank accounts

Selecting bank accounts

Changing where Quicken looks for data

Backing up and restoring bank accounts

Copying bank accounts

Deleting bank accounts

Renaming bank accounts

In Chapter 2 you learned how to set up your first bank account with
Quicken. In this chapter you'll learn how to set up additional bank ac-
counts, how to change directories, how to back up and restore accounts,
how to delete and rename accounts, and how to copy accounts.

Pay particular attention to the instructions for backing up an account. You
should maintain backup copies of all your bank accounts to guard against
accidental loss of data.

Setting up additional bank accounts

With Quicken, you can set up as many bank accounts as you want. If you
are a floppy disk user, you can set up all your accounts on one data disk, or
you can maintain a separate data disk for each account—which we recom-
mend.

To set up additional accounts:

1. From the File Menu, choose New. If you keep your data on floppy
disks, Quicken displays the Change Disks dialog box to allow you to
change disks if you wish to set up your new account on a different
disk. If so, insert the disk now and then press the on-screen OK
pushbutton.
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Quicken displays the Set Up Bank Account dialog box, as in
Figure 13-1.

i Set Up Bank Account

Name for this bank account; 15T_BANK

(8 character DOS filename

Opening Balance: 2,004, 0d

Figure 13-1. Set Up Bank Account dialog box.

2. Type in the name and opening balance for the account, just as you did
when you set up your first account with Quicken.

3. When you are satisfied with the information you’'ve entered, press the
on-screen OK pushbutton. Quicken brings you to the Check Register
of your new account, open and ready for you to begin entering trans-
actions.

The new account is now available on the Select Bank Account list, which
you can see by choosing Open from the File Menu.

Selecting bank accounts

Quicken always displays the current bank account name at the top of the
screen so that you always know which account you are using. If you want
to change bank accounts, you can do so at any time. Quicken automati-
cally saves your current transaction information before it opens another
account.

To select a different account:

1. Choose Open from the File Menu. Quicken displays the Select Bank
Account to Open dialog box (Figure 13-2).
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Select Bank Account to Open
Open File: [1ST_BANK |

Name

ate 12¢ ex ec Next Grou [+

FANT 5700 P

i

|| BOR1 :
|[CHECKING 18/ 1789 4K Thu 11/38/89 Thu 11/36/83
WA 10 189 &

]
]

Figure 13-2. Select Bank Account to Open dialog box.

2. Use or | 4] to select the account you wish to use. (If the account is
on another disk or directory, see “Changing where Quicken looks for
data” below.) Press the on-screen OK pushbutton. Quicken opens the
account and displays the Check Register for that account.

Or

If you have a mouse, double-click on the account name in the Select
Bank Account to Open dialog box. Quicken opens the account and
displays the Check Register for that account.

The Select Bank Account list includes detailed information about your
bank accounts. The list shows the name of each account and the date you
last made changes to it. The list also shows the size of the account. If you
have postdated checks, the list shows when the next check is due to be
printed. If you have scheduled Transaction Groups, the list shows when
the next group is due to be executed.

Changing where Quicken looks for data

Quicken can look for data on only one disk drive or in one directory at a
time. If it doesn’t find an account you know you’ve set up, Quicken is
probably looking at the wrong drive or directory.

A directory is a portion of a disk that you’ve set up and labeled with a
name. You typically set up directories in order to organize your programs
and files on the disk. For example, you might want to keep Quicken and
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Current drive and
directory.

Accounts in current
directory.

Parent directory of
current directory.

Subdirectory of current
directory.

Other disk drives.

13-4

all your Quicken account files in one directory and your word processor
program and files in another. This is particularly useful with a hard disk
on which there may be hundreds of programs and files.

To use a different disk or directory:

1.

Choose Open from the File Menu. Quicken displays its Select Bank
Account to Open dialog box. In addition to the names of your ac-
counts, you will see letters enclosed in brackets designating disk
drives, such as [A:] or [B:]. You may also see directory names enclosed
in brackets, such as [DATA] or [IWORK], if the current directory has
subdirectories. The special directory name [..] signifies the parent
directory of the current directory. If the current directory is a subdirec-
tory of another directory, selecting [..] brings you “up” one level.

. Select Bank Account to Open i

¥ Hame Date 1ze  Next Chec Hext Grou L
%STTBQNK 2/20/89 3K Mon 2/720/89 Tue 3/14/89

[DATA]
[HORK]

Figure 13-3. Changing a drive or directory.

Use or to select the letter designating the drive or the name of
the directory you wish to use. Press the on-screen OK pushbutton.
Quicken displays the list of bank accounts for the new drive or direc-
tory.

Or

If you have a mouse, double-click the letter designating the drive or
the name of the directory you wish to use. Quicken displays the list of
bank accounts for the new drive or directory.

Select the account you wish to use in the new drive or directory.
Quicken opens the account and displays the Check Register for that
account.
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Quicken tip: If you wish to open an account from the current drive, but
on a different disk, simply insert the new disk and select the letter desig-
nating the drive. Quicken will read the disk in the drive and update the
list of accounts on the screen to the accounts on this new disk. For ex-
ample, you open a file from drive [B:]. Quicken displays the Select Bank
Account to Open dialog box, based on the disk that is currently in drive
[B:]; let’s call it DISK1. The account you really need is on a different disk;
we'll call it DISK2. You need to change the disk in drive [B:] from DISK1 to
DISK2. Once DISK? is in drive [B:], select [B:] again from the Select Bank
Account to Open dialog box. Quicken will read the disk in drive [B:] and
then display the Select Bank Account to Open dialog box based on DISK?2.

Backing up and restoring bank accounts

At least once a month you should make a backup copy of each of your
bank accounts to guard against accidental loss of data. A good rule of
thumb is to back up often enough so that recreating lost records would be
relatively quick—you wouldn’t want to re-enter a year’s worth of transac-
tions. For some users, a weekly backup may be required. Quicken can do
this for you in seconds. Backups are important insurance, because in the
event of a data loss, you can use the copy of the account stored on the
backup disk.

Backing up a bank account

The first time you make a backup copy, you will need a blank, formatted
disk. Be sure to have one on hand before you start Quicken. (For subse-
quent backups, simply reuse your backup disk.) If there’s room on the
disk, you can use the same backup disk for several accounts with different
names. Quicken warns you if there’s not enough room left on the backup
disk to hold the account you're trying to back up. ’

To back up an account:

1. Open the account you want to back up by choosing Open from the
File Menu and selecting that account (see [page 13-2).

2. Choose Copy from the File Menu. Quicken displays the Copy Cur-
rent Account dialog box (Figure 13-4). The cursor is in the Copy

transactions from field.
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Also copies all uncleared Use these date settings to determine
transactions, even if they the range of transactions you copy.
occur prior to the date
range you specified.

Copy Current Account

Copy transactions from: [18/ 1/83] to:l 2/28/89|

2 Also copy prior uncleared transactions

You must supply a
new account name
for the copy of your
transactions.

Enter new name for copied account:

Figure 13-4. Copy Current Account dialog box.

3. DPress three times to move the cursor to the Enter new name for
copied account field. Do not change the from or to date fields; they
are already correctly set for backing up the entire account. If you do
not wish to back up the entire account, see “Copying bank accounts”

onlpage 132

4. Type a name for the backup account. You must type a different name
for the backup account from the current account if the two accounts
are in the same drive and directory. If you want Quicken to back up
your account to a different drive or directory, type the drive letter or
directory name along with the new account name. For example, if you
are copying the account CHECKING from drive [C:] to drive [B:], type
B:CHECKING in the Enter new name for copied account field.

5. When you are satisfied with your settings, press the on-screen OK
pushbutton. Quicken will make a backup copy of the account.

Quicken tip: If you enter simply a drive or directory'in the Enter new
name for copied account field, such as A: or \MYDATA, Quicken will
make a backup copy of the current account to that drive or directory and
give it the same name as the current account being copied.

To copy from a floppy disk to a different disk in the same drive, just type
the drive designator, such as A:, in the Enter new name for copied account
field. Quicken will tell you when to swap from the SOURCE disk (the disk
you are copying from) to the DESTINATION disk (the disk you are
copying to). You may have to swap disks several times, depending on the
size of the account you are copying.

Once you have made a backup copy of your account, you should update it
at least once a month. To do so, simply follow the steps outlined above.
Store your backup disk in a safe place.
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Restoring an account you have backed up

If you are a floppy disk user, you need not specifically restore accounts. If
your primary data disk is damaged or lost, just start using your backup
disk as your primary data disk. Then make a backup of the new data disk.
(Don’t forget to continue making backup copies!)

If you are a hard disk user, you'll need to restore accounts only if your
hard disk “crashes” or if the file somehow becomes damaged. In this
event, first reinstall Quicken, following the instructions in Chapter 1,
Getting Started.

To restore an account:

1. Choose Open from the File Menu. Quicken displays the Select Bank
Account to Open dialog box.

2. Insert your backup disk that contains the account you need to restore
into the floppy drive. Select the drive that contains the backup disk.
After Quicken displays the accounts on that disk, open the account.

3. Once the account is opened, choose Copy from the File Menu.
Quicken displays the Copy Current Account dialog box.

4. Move the cursor to the Enter new name for copied account field, and
type in a name for the copied account. Make sure you type the drive
designator of the hard disk, such as C:, followed by the account name
to indicate that the copy is to be placed on your hard disk. Press the
on-screen OK pushbutton to begin restoring

Quicken tip: If Quicken finds an account with the same name on the hard
disk as the one you are restoring, it asks you to confirm that it is OK to
overwrite the current account on the hard disk. “Overwrite” means that
Quicken erases the account from the hard disk and replaces it with the
copy from the backup disk. Be sure you want to do this.

Copying bank accounts

In addition to copying entire accounts, as when backing up and restoring,
Quicken also lets you copy part of an account. You might want to do this
in order to start a new account file for a new year, or because your data
disk is full. Copying an account also allows you to copy your list of
memorized transactions and @Categories to a new account without
copying the transaction data in the Check Register.
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To copy an account:

1.

Open the account you want to copy by selecting Open from the File
Menu.

Choose Copy from the File Menu. Quicken displays the Copy Cur-
rent Account dialog box (Figure 13-4). The cursor is in the Copy
transactions from field.

Quicken defaults to the earliest date in the Check Register. However,
you may not always want to copy all the data from your account. For
example, you may not want to copy transactions from previous years.
If you want to change the date, type in the earliest date from which
you want Quicken to copy transactions.

Move the cursor to the to date field. You can move the cursor to a new
field by using or by clicking the field with the mouse. Type in
the latest date through which you want Quicken to copy transactions.
Quicken defaults to the last date there was a recorded transaction.

Check the Also copy prior uncleared transactions checkbox to tell
Quicken you want to copy uncleared transactions that are prior to the
from date. This will make it easier for you to reconcile the new
account. In general, you should leave this box checked. If you don’t
want those transactions copied, click or press the space bar on the
checkbox to uncheck it.

Move the cursor to the Enter new name for copied account field, and
type in a name for the copied account. You must type in a different
name for the copied account name if the two accounts are in the same
directory.

If you want Quicken to copy transactions to a different drive or
directory, type the drive letter, along with the new name. For example,
if you are copying CHECKING from drive [C:] to drive [B:], type in
B:CHECKING in the New name for copied account field. Quicken
will copy the account to the floppy in your [B:] drive.

When you are satisfied with your settings, press the on-screen OK
pushbutton. Quicken will copy the transactions selected.

Deleting bank accounts

Deleting a bank account permanently removes the entire account from your
disk. Once you have removed it, there is no way to get it back.
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To delete an account:

1. Choose Delete from the File Menu. Quicken displays the Select Bank
Account to Delete dialog box.

2. Use or to select the account you wish to delete. Press the on-
screen OK pushbutton. You can also type the account name into the
File field and press the on-screen OK pushbutton. If you have a
mouse, you can double-click on the account name to select it.

Quicken displays a CAUTION dialog box which asks you if you are
sure you want to permanently remove the account from your files.

3. To proceed with deleting the account, press the on-screen YES push-
button. Quicken deletes the account and returns you to the Check
Register.

Or

Press the on-screen NO pushbutton. The account will not be deleted.

Note: If you delete the current account, you will return to a blank
desktop after leaving the Select Bank Account to Delete dialog box.

Renaming bank accounts

Occasionally, you may wish to rename an account. For example, if you
have a single account on Quicken called CHECKING and then decide to
set up a new account, you might want to rename CHECKING to CHECK1
and set up the new account as CHECK?2.

To rename an account:

1. From the File Menu, choose Rename. Quicken displays the Select
Bank Account to Rename dialog box.

2. Use or to select the account you want to rename. Press the on-
screen OK pushbutton. Quicken displays the Enter New Account
Name dialog box.

Or

If you have a mouse, double-click the account you want to rename.
Quicken displays the Enter New Account Name dialog box.

3. Type in the new name for the account (8 characters maximum).

4. Press the on-screen OK pushbutton. Quicken renames the account.
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Changing Settings

DeskMate settings

Quicken Page Setup

Other settings

This chapter tells you how to change Quicken’s settings. Though Quicken
comes set up and ready to work, you may want to change some of the
settings to suit your own taste or your computer system. For example, you
can decide whether or not the program beeps, what screen colors you want
(if you have a color monitor), how much confirmation Quicken requires
when you change your records, and so on. Some printers require special
settings to work properly. Changing settings is easy, so you can experi-
ment to see what works best for you.

You can change:

¢ DeskMate Setup on the F10 Accessories Menu. These include Mouse
Settings, Date and Time, Printer Settings, and Colors. You can change
the DeskMate settings at DeskMate’s Desktop or from within Quicken
without returning to DeskMate.

¢ Page Setup on the File Menu. These include page margins, characters
per inch (pitch), and printer control codes. You can create up to six
different Page Setups.

e Other Settings on the File Menu. These specify your preferences
regarding beeps when Quicken is recording and memorizing, whether
you want advance reminders to execute scheduled Transaction
Groups, whether you require an @Category on all transactions, and so
forth.
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DeskMate settings

Mouse settings

14-2

You may need to change the hardware settings on your computer—for
example, which printer port your printer is connected to, or maybe you
just changed from using a monochrome monitor to a color monitor. These
settings can be changed with the DeskMate Setup accessory on the F10
Accessories Menu either at the DeskMate desktop or from within Quicken.

Open the F10 Accessories Menu from the menu bar. Select Setup from the
displayed menu. Detailed instructions for opening a menu and selecting
an option are given onlpage 2-3 The DeskMate Setup screen appears as
shown in Figure 14-1.

Jan 19, 1998 10:45 pm

H0pt ions F2)

Mouse Settings Communications Settings

Pointing Deyice: Other wouse
Double Click Speed: 3

) Printer Settings
Date and Time - - Colors
Dpiver name; dwpdilwm
Januarz 19, 1990 Line feed filter: Off
10:45:35 P Printer Ports: LPTL
Characters Per Inch: 10

Figure 14-1. DeskMate Setup Areas.

To change any of the areas, open the F2 Options Menu, or double-click on
the area you want to change.

The first thing to do is let DeskMate know whether you have a mouse, and
what kind it is. Also, here is where you determine the speed at which the
mouse double-clicks.

1. Select Mouse from the Options menu. The Setup Mouse Device
dialog box is displayed, as shown in

« Quicken User Manual



Chapter 14. Changing Settings

Setup Mouse Device

_ Pointing Device
)Serial wouse g Other mouse
Ml d0y56 3 ¢k &/ Nome

Senial nowse pord: MM Cond W Cond

Double Click Speed
Fast Slow

Ol Q2 @3 4 L5

Figure 14-2. Setup Mouse Device dialog box.

2. Select from the Pointing Device button group the appropriate device.
If you are not using a mouse, select None. Select Other mouse if using
a Bus mouse. If you are using a Serial mouse, you will also need to
select the port that mouse is connected to, either Com1 or Com2.

3. Select from the Double Click Speed button group the speed you
desire. Click on 1 if you want the speed to be very fast, and click on 5
if you want the speed to be very slow. You can try different speeds to
find the one you want by double-clicking on the TEST pushbutton
after you select a speed. If the double-click depresses the button, it
was recognized as a double-click. If you are not satisfied with that
speed, try another one.

4. Once you are satisfied with your choices, press the on-screen OK
pushbutton to save your mouse settings.

Or

Press the on-screen Cancel pushbutton and the settings will not
change.

Communications settings

Quicken is not a communications program, so these settings have no value
to Quicken. You can just ignore this option.
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Date and Time

Printer settings
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Some computers have built-in clocks. If yours doesn’t, use this option to
set the date and time. Note that Quicken will ask for a date when you start
if the computer’s system date is not set. There may be times when you
need to change your system date and time. If the date and time displayed

in the upper-left corner of your DeskMate desktop are not correct, you will
need to change it.

1. Select Date and Time from the Options Menu. The Set Date and
Time dialog box is displayed, as shown in Figure 14-3.

Set Date And Time
Date:
Time: [{10:47

OM aPM

Figure 14-3. Set Date and Time dialog box.

2. DeskMate will display your current system date. If the date is not
correct, select the Date field and type the correct date.

3. DeskMate will display your current system time. If the time is not
correct, select the Time field and type the correct time. Time is dis-

played in 12-hour increments, so press the AM or PM button to
indicate the correct time.

4. Once you are satisfied with your choices, press the on-screen OK
pushbutton to save your work.

Or

Press the on-screen Cancel pushbutton to return to the original default
settings.

DeskMate needs to know what kind of printer you are using, what printer
port it is hooked up to, and what size pitch you want the type to be.
However, Quicken ignores DeskMate’s printer setup. Even after setting up

your printer for DeskMate, you will need to set some printer settings in
Quicken.
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Select Printer from the Options Menu. The Setup Printer dialog box is
displayed, as in Figure 14-4.

: Setup Printer

VDTG | Driver wane: [{adihe

LASERJET+ O Line feed filter
: Characters Per Inch: @D 18 €12 €16.7
Printer Ports!@LPT1 OLPT2 LILPT3

DAISYWNEEL IBM
4| ASCIT

Figure 14-4. Setup Printer dialog box.

Select your printer by highlighting the name on the list in the Printers
box. You don’t need to fill in the Driver name, because the correct
driver name will automatically be filled in once you have highlighted
your printer name. If you don’t see your printer listed, select ASCILI.
This works on all printers. The only disadvantage is that you won’t be
able to print at different pitches.

Quicken has its own setup for pitch selection. You should base the
remaining choices on other programs you will be running with Desk-
Mate.

Once you are satisfied with your choices, press the on-screen OK
pushbutton to save your work.

Or

Press the on-screen Cancel pushbutton to return to the original default
settings.

The Colors option allows you to create the screen color combination that is
most appealing to you. You need to set colors only if you have a color
monitor, or if your monitor shows shades of gray. If you have a mono-
chrome monitor, the Colors option will be grayed out, and you will not be
able to use this option. Depending on the type of monitor you are using,
the dialog box may be slightly different.

1.

Select Colors from the Options Menu. The Set Colors dialog box is
displayed, as in
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Set Colors

Brightness

Change Colors: P Permanent W.ITenporary

Figure 14-5. Set Colors dialog box.

2. Four horizontal elevator bars will be displayed, one for Red, Green,
Blue, and Brightness. Click on either the Less or More arrows at the
ends of each bar and watch the color combination and brightness
change.

3. Once you have selected the combination you prefer, press the Perma-
nent button to make a permanent change. Pressing the Temporary
button will make a temporary change to the colors but will not save
the changes to disk.

4. Once you are satisfied with your choices, press the on-screen OK
pushbutton to save your work.

Or

Press the on-screen Reset pushbutton to reset.
Or

Press the on-screen Cancel pushbutton to return to the original default
settings.

Quicken Page Setup

Quicken’s Page Setup controls how Quicken’s checks, Check Register, and
various reports print. Through Page Setup you may change margins, page
lengths and widths, etc.
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You can create up to six different Page Setups, giving each a different
name. You may want to create different Page Setups for the different types
of checks you print and for the various reports you create, for example,
extrawide reports. You select which Page Setup to use right before you
print.

To create a Page Setup:

1. Choose Page Setup from the File Menu. Quicken displays the Choose
Page Setup dialog box, as shown in Figure 14-6. This box lists the six
Page Setups.

Choose Page Setup

Bage gegup H

Page Setup 3
Page Setup 4
Page Setup 3
|| Page Setup 6

Figure 14-6. Choose Page Setup dialog box.

2. Select the name of the Page Setup you want to modify. All six will be
set initially to the same default settings and called Page Setup 1, Page
Setup 2, etc. To create a new Page Setup, you select an existing one
and modify it. You can use(T| or [] toselecta Page Setup, and press
the on-screen OK pushbutton to open it. Quicken displays the Page
Setup dialog box for the Page Setup you have chosen, as in Figure 14-
7. The Setup Name field is highlighted. The original default has been
entered.
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The name of this setup. Distance in characters from the left edge ~ Number of characters in a printed
of the paper to the first column of printing.  line. For most printers, this
number is 80 if the pitch is 10
characters per inch, or 96 if the
pitch is 12 CPI (assuming a left
margin of 0).

A check here tells
Quicken to pause
between pages to let
you put in a new sheet Setup Name:

of paper if you are .
papst 1Y Left margin;

using a sheetfeed
printer (rather than a Printed line width;
continuous form). Total lines per page:

Page Setup

Total number of lines it is possible
to print on the paper you're using.
Many printers produce 6 lines per

\Qinted lines per page! g:;e or 66 lines for an 11-inch
A check here tells O Pause '
Quicken to start its ] Send control sequence \
. . \/
2223;% F:r?;isrisntbeyr _—"1 Characters per inch: The number of lines that Quicken
control codes you've o1 @12 o167 —— actually prints on each page; be
sure to allow for top and bottom

typed into the Edit
Codes dialog box.

margins.

The number of characters you
Press this on-screen button to type in or edit the printer control codes want your printer to print per inch.
that Quicken sends to the printer before it starts to print. Also called “pitch” or CPI.

Figure 14-7. Page Setup dialog box.

3. If you want to change the name to something more descriptive, type in
a new setup name, for example, Wide Reports. If you Jeave the name
unchanged, Quicken saves your new settings to the same name.

4. Select the Left margin field; you can click on it or press [Tab]. Type in
the left margin for this setup in number of characters. In the same
way, type in numbers for Printed line width, Total lines per page,
and Printed lines per page.

e If you want Quicken to pause between pages, rather than print
continuously, select the Pause field.

e If you want Quicken to send a control sequence to the printer,
select the Send control sequence field. See the next section,

“Entering control codes,” for more information.

5. Press one of the three on-screen Characters per inch buttons: 10, 12, or
16.7 (condensed print). This does one of two things:

a. If you are using a printer driver capable of setting the printer into
different pitches, this will set the printer.

b. If you are using a printer driver that can’t set printer pitches (e.g.,
ASCII), this simply tells Quicken what the printer is printing out.
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You may set the printer either manually (some printers can be
changed by pressing buttons on them) or by supplying the correct
control sequence to set printer pitch.

To enter a printer control sequence, press the on-screen Edit Codes
pushbutton. Quicken displays the Edit Control Codes dialog box.
Type in the control codes you want Quicken to send before print-
ing, and the control codes (if any) you want Quicken to send after
printing. Your printer’s manual will list the control codes for the
printer. These codes can change the way your printer prints (letter
sizes, spacing, pitch, etc.). When you are satisfied, press the on-
screen OK pushbutton or press the on-screen Cancel pushbutton
to return to the Page Setup dialog box without entering any
control codes.

6. When you're satisfied with this particular Page Setup, press the on-
screen OK pushbutton. Press the on-screen Cancel pushbutton to
return to the screen where you were when you started.

. Entering control codes

You can send control codes to the printer before, after, or both before and
after you print anything. You might use control codes to select letter-
quality or draft printing, or to change the printer’s character size (24 point,
for example) or pitch (if using ASCII driver). You must refer to your printer’s
manual to learn the control codes for your specific printer.

The examples in the table below show the format in which you must enter
control codes in the Before printing and After printing fields. The ex-
ample is for IBM graphics and compatible printers if you want emphasized

print.
In the Before printing field, enter: \27E
In the After printing field, enter: \27F

Quicken Tip: If you select pitch for printer drivers that know how te
select that pitch, you need not do anything else. If the printer driver
doesn’t know how to select that pitch (e.g., ASCII), you may need to
explicitly set the pitch via pitch control codes (in addition to selecting pitch
at Page Setup).

The control codes you send to the printer remain in effect until you change
printer settings again and explicitly change or remove them.
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Printing with Page Setups

When you want to print in Quicken, select Print Register from the File
Menu. Quicken will display the Print To dialog box to ask you which
Page Setup you wish to use. Typically, you'll have a specific page setup
for what you are printing, for example, CHECKS or REGISTER (see Figure

14-8).
Print To
Print to: Printer
File

¥File nane: | |

¥ Page Setup #

1| Page Setup 3
1| Page Setup 4
[ Page Setup 3
i1 Page Setup 6

Figure 14-8. Print To dialog box.

To print to a printer:
1. Press the on-screen Printer button.

2. Press to move the cursor to the Page Setup list, and then use
or [4] to select a Page Setup, or you can click the appropriate Page
Setup with the mouse.

3. Press the on-screen OK pushbutton. Quicken continues and displays
the Print Checks, Print Register, or Print Report dialog box, depend-
ing on what you are printing. Refer to the previous chapters on
printing.

To print to file:

1. Press the on-screen File button. Quicken'’s File name field becomes
active (ungrayed).
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2. Type the filename to which you want Quicken to print.
3. Press the on-screen OK pushbutton. Quicken prints its file to disk.

Note: You cannot print checks to a filename on disk. When printing
checks, the File button is unavailable (grayed out).

Other Settings

Quicken has a number of other program settings that you can change to
suit your own preferences.

To change Other Settings:

1. Choose Other Settings from the File Menu. Quicken displays the
Other Settings dialog box (see Figure 14-9).

Other Settings

X1 Beep when recording and memorizing

B Request confirmation (for example
when changing the Check Register)

] Require @Categorg,in memo of all
new transactions

] Extra message line on check (printed
on check but not recorded)

Days in advance to remind of postdated
checks and scheduled groups (8-3@) E

Figure 14-9. Other Settings dialog box.

2. Select each of the four fields whose features you want to change. See
the explanation of each field in the text below.

3. (For hard disk users only.) Type in the number of days in advance you
want Quicken to remind you of postdated checks and scheduled.
groups to execute via the IF9 Messages Menu and the Billminder
program when you turn on your computer.

4. When satisfied with your settings, press the on-screen OK pushbutton.
Press the on-screen Cancel pushbutton to return to the Check Register
or Write Checks screen without changing the existing settings.
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Beep when
recording and
memotizing

Request
confirmation

Require
@Category

Extra message
line on check

Quicken’s other program settings are described below.

You can turn Quicken’s beeping sound on or off. If you turn the beep
off, you won't hear beeps when Quicken records, memorizes,
or deletes transactions. The default is for on (Quicken beeps).

Select this field if you want Quicken to ask you to confirm when you
delete or change transactions in your Check Register. The default is on
(Quicken will confirm).

The advantage of having the confirm questions turned off is that you
needn’t use as many keystrokes or mouse clicks—especially when chang-
ing transactions in the Check Register. The disadvantage is that Quicken
does not stop you and give you a chance to reconsider whether what you
have typed is correct before Quicken records it.

Select this field and Quicken will warn you if you try to record a
transaction without an @Category in the Memo field. The default is off.

This is useful if you want to keep complete categorized records of your
income and expenditures to use in Quicken reports. Note that this feature
will not examine splits. If you are categorizing splits without putting an
@Category in the Memo field, you'll get a warning message that the
transaction has no @Category. In this case, ignore the warning.

Select this field for Quicken to add an extra message line on

your checks. If you choose to have an extra message line, it appears to the
right of the address, as in[Figure 14-10 To type a message in the extra
message line on the check, click there or press [Tab| as needed to move the
cursor to the extra message line. Type your message and press again.
The cursor moves to the second line of the address field. Quicken prints
this message line on your checks, but does not record it in the Check Register.
The extra message line is useful for such things as typing a charge account
number on your check. Quicken can memorize the extra message line, but
does not add it to the Check Register.
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Jan 19, 1996 11:67 pm Quicken - C:\DESK\LST_BANK
fFile F2llEdit FaiSeanchF4fQuick Entry Fsictivities e

DATE _1/19/99
PAY TO THE
ORDER OF §
DOLLARS
MSG: Act 4024 512 711 124
ADDRESS
NEMO —

Ending Balance: $2,500.00

Figure 14-10. Check with extra message line.

Days in advance Quicken can remind you to print postdated checks and execute

to remind scheduled Transaction Groups several days before their scheduled dates.
This helps ensure that your bills are paid on time if, for example, you don't
use Quicken every day. Quicken comes set to begin reminding you three
days before a scheduled date. If the scheduled date is Thursday, Quicken
first reminds you on Monday. Note that weekends don’t count. Quicken
treats checks or groups falling due on a weekend as though they fell due
on the preceding Friday.

Set the days in advance on the basis of your frequency of use. To do this,
type in the number of days in advance that you want to be reminded.

Frequency of Use Table for setting Days in advance to remind

How often you use your computer Set Days in advance to
Daily (except weekends) 0 days

At least every other day 1 day

At least once every three days 2 days

At least weekly 6 days
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Chapter 15
Home Uses of
Quicken

Credit cards and cash

Budgeting

Cash management

Personal income taxes/Form 1040

Employee business expenses/Form 2106

Home business/Schedule C

Rental property/Schedule E

Assets and liabilities

This chapter tells you how Quicken can act as a powerful home accounting
system to keep track of your personal finances.

This chapter and the ones that follow do not cover the additional uses and
reports that Quicken provides when you use it with Lotus® 1-2-3®,
Symphony®, or any Lotus-compatible spreadsheet program using the
Quicken Transfer Utility program. The manual that comes with the
Quicken Transfer Utility discusses these uses and reports in detail.

The Transfer Utility links Quicken and 1-2-3. With it, Quicken transfers
data automatically into Lotus worksheets—even those you may have
custom tailored. The Transfer Utility package also provides a set of
spreadsheet templates (worksheets already set up for you).

To obtain your Quicken Transfer Utility, see the flyer in your Quicken
package, or select Order Supplies from the Activities Menu.
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Credit cards and cash

Credit cards

Cash

With Quicken you can categorize and track credit card and cash expenses,
along with your regular checking account expenses. You can keep detailed
track of where all of your money is going, and best of all, you can do it
without having to type in every credit card or cash transaction.

You don’t need to enter credit card transactions each time you use your
card. Instead, wait until you pay your bill. Then, when you write the one
check to cover the credit card purchases, refer to your credit card bill and
use a Split Transaction to allocate amounts from the single check to the
appropriate @Categories, as shown by the purchase records on the bill.
For example, say that your department store credit card has six transac-
tions and five are clothing and one is a gift. Write the check to pay the bill;
then split the transaction among the different purchases.

To split a transaction:

1. Make sure the check you want to split is on the screen. (If you haven’t
written the check yet, display a blank check and fill in the date, payee,
and amount.)

2. From the Edit Menu, choose Split Transaction (or press +[§]).
Quicken displays the Split Transaction dialog box. You can enter up
to 15 different memos and amounts in a Split Transaction dialog box.

3. Type your @Category for gifts (for example, @Gifts) in the Memo
column of the Split Transaction dialog box.

4, Press to move to the Amount column. Type in the amount of the
gift. Quicken calculates the remainder automatically. In this example,
the remainder is the clothing amount.

Press or click on the next line of the Memo column.
6. Type your @Category for clothing (for example, @Clothes).

7. Press the on-screen OK pushbutton (or press ) to record the
split and return to the Write Checks screen.

8. Press the on-screen Accept pushbutton to record the check.

You can use the same method for cash as for credit cards, but most people
don’t want to take the time to categorize every cent of cash they spend.
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One suggestion for accounting for cash expenditures is to assign all cash
withdrawals and “less cash” amounts from deposits to an @Category
named, say, @CashMisc.

If you then spend a significant amount of cash for something that belongs
in another @Category, use a Split Transaction to allocate a portion of the
cash withdrawal to the appropriate @Category. Splitting transactions is
described in Chapter 9, Split Transactions. For cash expenditures that don’t
affect the balance in your bank account—but which you still wish to
record—see the section “Zero-amount transactions” on [page 9-6] in Chap-
ter 9.

Budgeting

Quicken is very flexible: it can budget all your expenditures or just the
ones you're interested in budgeting. Quicken doesn’t force you to do more
work than you want to.

The budgeting process with Quicken has three parts:

e Establishing income and expense @Categories to use.
e Assigning transactions to @Categories.

e Producing a Budget Report.

Establishing budget categories

To use Quicken for budgeting, establish a set of income and expense
@Categories—sometimes called “budget categories.” Quicken’s
@Category feature allows you to enter @Categories all at once or “on the
fly” as you type in transactions. (See Chapter 8, @Categories.)

You don’t need to establish a rigid set of @Categories before you can use
Quicken. Instead, you can add to or modify your @Categories at any time.
You can also recategorize past transactions—for example, if you want to
divide one old category into two new ones, and need to distribute the past
transactions among the new categories.

Typical @Category List

The following list is typical of home @Categories. For ease of use, the
actual @Category names are abbreviated. You can use numbers, if you
prefer, in the manner of an accounting-style chart of accounts. You can
leave off descriptions if they’re redundant.
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Quicken alphabetizes the list by @Category name, not by Description, both
in the @Category List and in reports subtotaled by @Category. Note that
_Otherexp and _Otherinc each begin with an underline character (_) so
that they show up last in reports.

Quicken tip: Put only one @Category in each transaction (or in each line
of a split transaction). Then you should see the same list of @Categories on
both the Budget and @Category Reports. To get different @Categories to
appear on adjacent lines in the reports, give them @Category names that
are alphabetically next to each other. For example, to get home repairs,
utilities, and mortgage to appear next to each other, give them names such
as @H_repairs, @H_utilities, and @H_mortgage.

List of typical @Categories and their descriptions.

@Category Description
Auto

Bonuses Bonuses Earned
Charity Charity Donations
Christmas

Dividends Dividends Earned
Dues

Education

Enter Entertainment
Gifts

Groceries

Household

Housing Mortgage/Rent
Insurance

Int_Earned Interest Earned
Int_Paid Interest Paid
Major Major Expenses
Med Medical & Dental
Recreation

Savings Savings Fund
Subscriptions

Taxes

Utilities

_Otherexp Other Expenses
_Otherinc Other Income
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Assigning transactions to @Categories

@Categories Required
checkbox.

(5] Beep when recording and memorizing
B Request confirmation (for example
when changing the Check Register)

Assigning a transaction to an @Category is easy. You can pick from a list
of existing @Categories, or create a new @Category as you need it.

To pick an existing @Category:

1. When it’s time to assign an @Category, choose Recall @Category from

the Quick Entry Menu. You can also press +. Quicken
displays your existing @Category List.

2. Select the @Category you want. Quicken enters that @Category for
you.

3. Press the on-screen OK pushbutton.

For more details on assigning @Categories, see Chapter 8.

If you split a transaction:

If you split a transaction, you can assign an @Category either to the full
transaction or to each item in the split. Normally, you would not assign
@Categories to both the full transaction and the split items.

To require an @Category for each transaction:

To make it easier for you to remember to categorize transactions, Quicken
has a feature you can set that requires that every transaction be assigned to
an @Category. To require an @Category for your transactions:

1. From the File Menu, choose Other Settings. Quicken displays the
Other Settings dialog box, as in Figure 15-1.

Other Settings

™~ & Require @Categopg.in wemo of all
new transactions

[O Extra message line on check (printed
on check but not recorded)

Days in advance to remind of postdated
checks and scheduled groups (8-3@) E

Figure 15-1. Other Settings dialog box.
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2. Check the Require @Category checkbox.

3. Press the on-screen OK pushbutton to accept the new settings, or
Cancel to leave the dialog box without making any changes.

From now on, Quicken will warn you if you try to record a transaction
without an @Category in the Memo field, but it still permits you to record
it.

Note: When you record a transaction with @Categories required, Quicken
only checks the Memo field of that transaction for an @Category. If you
have split the transaction and assigned an @Category to each line of the
split, Quicken will still warn you that the transaction does not appear to be
categorized by displaying the @Category Required dialog box. In this
case, simply ignore the warning by pressing the on-screen NO pushbutton.
Quicken will record the transaction as usual.

Producing reports

Reports that are particularly useful in home budgeting are the @Category
Report and the Budget Report. For more information on @Category and
Budget Reports, see Chapter 11, Reports.

Creating an @Category Report

15-6

The @Category Report can show any trends or patterns in your spending
by month or by quarter. For example, are car expenses mounting slowly?
How much have you been spending on entertainment lately? When you

know this type of information, you can budget for it more effectively.

To create an @Category Report:

1. Choose @Category Report from the Activities Menu. Quicken dis-
plays the Create @Category Report dialog box. (See[Figure 15-2)

2. Enter a title (optional), a date range, and a time period to subtotal by.

3. DPress the on-screen Start Report pushbutton. Quicken produces the
report.
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Create BCategory Report

Report title (optional): [MONTHLY FINANCES, AUGUST THRU OCTOBER |

Restrict to transactions fron:l 8/ 1/89|through: |10/31/89|
which are: & Payments & Deposits @@ Either
and whose payee matches (optional);
and whose memo matches (optiomal) !

and whose cleaved status is: gAnything Not cleared
Cleared (X or #) Newly cleared ()

Subtotal hy: § Bon;(t subtotal & Half wonth O VYear
ee

Month
Two weeks Quarter

O Select @Categories to include

Figure 15-2. Create @Category Report dialog box.

The resulting @Category Report will be similar to the abbreviated example
shown in The OVERALL TOTAL at the bottom of the report is
your net savings for the month. If the number is positive, you earned more
than you spent. If the number is negative, you spent more than you
earned.

If the report shows a category called “Not Categorized,” it means that
Quicken found some transactions that were not assigned to an @Category.
For a list of these transactions, create a Transaction Report restricted to
transactions without an @ in the Memo field. (Do this by typing ~..@.. in
the whose memo matches field of the Create Transaction Report dialog
box.)

Note: If you don't find these transactions by using the technique de-
scribed above , you have transactions with @Categories that have been
deleted from the @Category List. You must add these @Categories back to
the @Category List.
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MONTHLY FINANCES, AUGUST THRU OCTOBER
8/ 1/89 Through 10/31/89

1ST_BANK fage 1
1/ 2189
8/ 1/89-
category Description  B8/89 9/89 10/89  10/31/89
INCOME
Bonuses Earned 0.00  500.00 0.00 500.00
Interest Earned 21.43 25.64 25.75 72.82
salary 7,800.77  7,433.64 7,433.65 22,268.06
TOTAL INCOME 7,422.20 7,959.28 7,459.40 22,B40.88
EXPENSES
auto 1,295.66  1,102.76 1,173.76  3,572.14
Charity Donations 0.00  100.00 50.00 150.00
Education 80.00  352.76  286.57 719.73
Entertainment 132,05 462.27 17190 766.22
Gifts 26.00  126.12 0.00 150.12
Groceries 363,75 372.84  356.60  1,091.19
utilities 274.66  286.98  296.56 858.20
Other Expenses 890.43  174.76 R BRI R
TOTAL EXPENSES 3,00.53 2,978.47 2,383.71  8,422.71
OVERALL TOTAL 4,361.67  4,980.89 5,075.69 14,418.17

Figure 15-3. Typical @Category Report for home finances.

Creating a Budget Report

The Budget Report compares actual amounts spent with the amounts you
have budgeted for your @Categories and calculates the differences be-
tween the two by @Category. You can see exactly where you met your
budget, where you exceeded it, and by how much.

See Chapter 11, Reports, for a much more detailed description of Budget
Reports and the process of editing the budget amounts the first time you
do a Budget Report. The following steps assume you have already set the
budget amounts.

To create a Budget Report:

1. From the Activities Menu, choose Budget Report. Quicken displays
the Create Budget Report dialog box, as in
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Create Budget Report

Report title (optional): [NONTHLY BUDGET, OCTOBER ]

Restrict to tramsactions frow: [I8/81789] through:
which are! D Payments € Deposits @@ Either
and whose payee matches (optiomal):
and whose memp matches (optional) !

and whose cleared status is: @@ Anything 8 Not cleared
Cleared (X on %) Newly cleared (%)
Subtotal by: g aon;(t subtotal § Half month & Year
ee

Month
Two weeks Qagrter

Figure 15-4. Create Budget Report dialog box.

Enter a title (optional), date range, and a time period to subtotal by (see
Figure 15-4).

Press the on-screen Start Report pushbutton. Quicken produces a
report similar to the one in Figure 15-5.

MONTHLY BUDGET, OCTOBER
10/ 1/89 Through 10/31/89
1ST_BANK Page 1
11/ 2/89
10/ 1/89 - 10/31/89
Category Description Actual  Budget  Diff

INCOME
Bonuses Earned 0.00 250.00 -250.00
Interest Earned 25.75 25.00 0.75
Salary 7,433.65 7,400.00 33.65
TOTAL INCOME 7,459.40 7,675.00 -215.60
EXPENSES
Auto 1,173.76 1,100.00 73.76
Charity Donations 50.00 50.00 0.00
Education 286.97 100.00 186.97
Entertainment 7.9 100.00 71.90
pifts 0.00 100.00 -100.00
Groceries 354.60 350.00 4.60
Househald 202.65 100.00 102.65
Housing 2,943.76 2,943.76 0.00
Insurance 648.43 600.00 48.43
Major Purchases 0.00 400.00 -400.00
Medical & Dental 150.00 175.00 -25.00
Recreation 194.66 100.00 96.66
Savings Fund 500.00 500.00 0.00
Subscriptions 42.00 26.00 22.00
Taxes 87.37 100.00 -12.63
Utilities 296.56 275.00 21.56
Other Expenses 49.92 150.00 -100.08
TOTAL EXPENSES 7,152.58 7,163.76 -11.18
OVERALL TOTAL 306.82  511.26  -204.42

Figure 15-5. Typical monthly Budget Report.
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Transaction Report

Quicken can also produce a report showing all the transactions that make
up each budget category. Unlike the report in the Transaction
Report is a detailed report that shows every transaction—not just a sum-
mary of them. It allows you to see which individual transactions helped or
hurt your budget.

For more information on creating a Transaction Report, see Chapter 11,
Reports.

Cash management

15-10

One important aspect of cash management is maximizing the interest you
earn on your cash. Quicken gives you a way to earn more interest without
spending less.

Most households pay bills in one or two sittings per month. As a result,
most bills are paid many days before their due dates. This results in lost
interest for households with interest-bearing checking accounts. If the bills
were paid later, just before their due dates, cash would remain in the check-
ing account longer and earn more interest. Quicken makes that easy.

How much more interest can you earn this way? Here’s a typical example.
Say you pay $2,500 in bills each month. Quicken may enable you to pay
those bills 10 days later each month on average. At 5% interest, you earn
over $40 more interest every year.

To manage cash and maximize interest earned from an interest-
bearing checking account:

1. Enter bills into Quicken as you receive them, at least every week or so.

2. Asyou enter the bill, postdate the check for when you actually want to
pay it. Remember to allow enough time for the check to reach the
payee through the mail. See Chapter 10, Postdating Checks.

3. You then have two options for printing and sending the checks:

e Let Quicken remind you when it’s time to print and mail checks. If
you use a hard disk, Quicken’s Billminder feature reminds you

without even using Quicken—all you need to do is turn on your
computer. See Chapter 10, Postdating Checks.

® Print all the checks at once, including postdated ones. The checks
print in chronological order. Keep the stack handy—say, in a desk

drawer. Check it every few days and mail the checks that are
coming due.
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Personal income taxes/Form 1040

Quicken greatly simplifies the preparation of your Federal Income Tax
Return (Form 1040) and related tax schedules. Below is a list of tax cate-
gory descriptions that match frequently used lines on Form 1040 and
Schedules A (Itemized Deductions) and B (Interest and Dividend Income).
You can add the categories you use to your @Category List (see Chapter 8,
@Categories) and use them to categorize your transactions. @Category
descriptions can’t exceed 25 characters, so abbreviate the category descrip-
tions below as you wish. At tax time, Quicken quickly produces @Cate-
gory Reports that help you prepare your return.

Alimony paid

Alimony received

Casualty and theft losses
Charity contributions < $3000
Charity contributions >$3000
Dividend income

Home mortgage interest paid
Investment interest paid

IRA contribution

Keogh contribution

Medical other

Medical transport and lodging
Medicine, doctors, etc.
Medicines & drugs

Mortgage interest to banks
Mortgage interest to individuals
Moving expenses

Other deductions

Other income

Pensions received

Personal interest paid

Points

Real estate tax

Spouse’s IRA contribution
Tax-exempt interest income
Taxable interest income
Union & professional dues
Wages

Quicken User Manual « 15-11



Chapter 15. Home Uses of Quicken

Employee business expenses/Form 2106

Quicken can help you report your unreimbursed business expenses for IRS
Form 2106 (Employee Business Expenses). The categories below corre-
spond to lines on the current Form 2106.

Business car—gas, oil, etc.
Business car—rental

Meals & entertainment

Other travel expenses

Parking, tolls, train, bus
Reimbursements not on W2/1099
Reimbursements on W2/1099
Travel—lodging, plane, etc.

Home business/Schedule C

Quicken has many home business uses. Chapters 16 and 17 discuss in
detail Quicken’s business uses, and include categories to use for the IRS’s
Schedule C—Profit (or Loss) from Business or Profession.

If you run a home business using your personal checking account, prefix
each @Category for business transactions with BUS in the Memo field (for
example, BUS @PHONE or BUS @RENT). Don't prefix personal transac-
tions. If a transaction is part business and part personal, split the transac-
tion into the business part and the personal part.

When you produce reports, restrict them by typing ..BUS.. in the memo
matches field of the Create Report dialog box. The resulting reports will
be based only on business transactions. To produce reports on your
personal transactions, restrict them by typing ~..BUS.. in the memo
matches field of the Create Report dialog box.

Rental property/Schedule E

Quicken can track rental property income and expenses for Schedule E
(Supplemental Income). If you own several properties, it can keep records
for each property separate. See Chapter 17 for a description and an
example of this procedure.
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Assets and liabilities

Producing a personal balance sheet of all assets and liabilities requires a
good deal of work and a knowledge of double-entry accounting. Most
people don’t want to invest the time it takes to do this on a regular basis.

However, as you type in your transactions, Quicken can easily track assets
and liabilities whose values change regularly. For details, see Chapter 17,
Business Uses: Bookkeeping, Petty Cash, and Payroll.
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Chapter 16
Business Uses:

Payables, Receivables, and Cash Flow

Accounts payable

Forecasting cash requirements

Accounts receivable

Forecasting cash flow and cash position

Quicken has many business uses beyond paying bills and maintaining a
check register. These include accounts payable, accounts receivable, petty
cash, and reporting income and expenses by job, property, or client.
Quicken is used by businesses ranging in size from home businesses to
large corporations (who use it for petty cash accounting). Many nonprofit
organizations such as churches and charities also use Quicken.

Quicken’s power and flexibility come from a flexible reporting system that
can produce many different kinds of reports for many different uses.
Quicken is not “hard-wired” to produce a given report, such as an ac-
counts payable report. With Quicken, you need to learn only a few func-
tions that can be used in many ways. This chapter contains some examples
to show you Quicken’s potential. As you use Quicken, you're sure to find
other ways that this highly flexible program can help you in your business.

Note that this chapter and the ones that follow do not cover the additional
uses and reports that Quicken provides when used with Lotus 1-2-3,
Symphony, or compatible spreadsheets. These uses and reports are
discussed in the on-disk manual that comes with the Quicken Transfer
Utility. The Quicken Transfer Utility provides the means for linking
Quicken with 1-2-3. It enables Quicken to enter its data automatically into
Lotus spreadsheets, even those you have custom-tailored to meet your
own needs. To obtain your Quicken Transfer Utility, see the order blank
included in your Quicken package, or choose Order Supplies from the
Activities Menu.
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Accounts payable

Quicken organizes your payables so that you know how much you owe, to
whom, and when the payments are due. You can use Quicken to forecast
your cash requirements. Quicken can do all this without any extra work
on your part.

Postdating checks

To use Quicken for accounts payable, enter each bill you receive into
Quicken when you receive the bill. Postdate each check with the date on
which you plan to pay that bill (see [page 10-5). Those postdated payments
form your “accounts payable.”

When Quicken prints your checks, it automatically prints all checks dated
on or before the current date and holds the remaining postdated checks for
future payment. (Of course, you can change the date through which you
want Quicken to print its checks in the Print Checks dialog box.)

To review checks before printing:

Before printing checks, you may want to review the checks about to be
printed.

1. From the Activities Menu, choose Write Checks. You can also press
+[¥]. Quicken displays the Write Checks screen.

2. Use[PaUp| and [PgDn] to “flip” through the display of unprinted
checks. If you have a mouse, you can click on the scroll bar. Quicken
displays the checks in chronological order.

To delay paying a bill:
1. Choose Write Checks from the Activities Menu.

2. Select the check you wish to delay paying by using and
or by clicking on the scroll bar with the mouse.

3. Move the cursor to the Date field and change the date of the check to
the future date on which you want to pay it. You can change the date
quickly by using [*+].

4. Press the on-screen Accept pushbutton to record the change in the
Check Register.
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To pay a postdated check early:

1.

2.

Choose Write Checks from the Activities Menu.

Scroll to the check you wish to pay early by using [PaUp| and [Pg0n] or
by clicking on the scroll bar with the mouse.

Move the cursor to the Date field and change the date of the check to
today’s date. You can change the date quickly by using =]

Press the on-screen Accept pushbutton to record the change. The
check is now ready to be printed.

Accounts payable reporis

Quicken has three useful ways of showing your accounts payable.

Cash requirements by day

Postdating checks allows you to see your cash requirements by day, since
they appear below the Today Line in the Check Register. To print this
portion of the Check Register:

1.

Display the Check Register by choosing Check Register from the
Activities Menu. You can also press R].

When the Check Register appears on the screen, choose Print Register
from the File Menu. Quicken displays the Print To dialog box.
Indicate that you want to print to the printer by pressing the on-screen
Printer button.

Choose which Page Setup you wish to use. Press the on-screen OK
pushbutton. Quicken displays the Print Register dialog box.

Set the date range in the Print Register dialog box to cover from
tomorrow to some date in the future—covering any date range you
want to analyze.

If you wish, type in a descriptive title, such as Cash Requirements.

Check the appropriate checkboxes if you want the transactions printed
one per line and if you want to print splits detail.

Press the on-screen OK pushbutton to begin printing.
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Accounts Payable by Week

16-4

Accounts Payable by Week is a type of report used by many businesses.
To see your accounts payable by week:

From the Activities Menu, choose Transaction Report. Quicken
displays its Create Transaction Report dialog box (Figure 16-1).

Create Transaction Report
Report title (optional):|ACCOUNTS PAYABLE BY WEEK |

Restrict to transactions from: [18/09/89( through:[18/31/89
which are: @D Paywents € Deposits €3 Either

and whose payee matches (optiomal):
and whose memo matches (optiomal) :

and whose cleared status is. 8Angthing Not cleared
Cleared (X or ) Newly cleared (%)

Subtotal hy: 8 Don’t subtotal Half wonth g Year

Neek Month
&7 Two weeks Quarter

[ Show totals only

Payee
@Category

Figure 16-1. Create Transaction Report dialog box set up to
produce an Accounts Payable by Week report.

Select the Report title field and type a descriptive title. See Figure 16-1
for an example.

Set the date range in the from and through fields to cover from tomor-
row to some date in the future—covering any date range you want to
analyze.

Press the on-screen Payments pushbutton to restrict the report to
transactions that are payments only.

Do not restrict by payee, memo, or cleared status.

Since the report is based on weekly information, press the Week
button in the Subtotal by section.

When you have finished setting up the Transaction Report, press the
on-screen Start Report pushbutton. The report produced by the
Create Transaction Report dialog box in Figure 16-1 appears in Figure
16-2.

Note: The report will print to the screen. Once the report is on the
screen, select Print Report from the File Menu to have the report print
out on paper. The printing procedure for reports is explained on page
11-16.
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Chapter 16. Business Uses: Payables, Receivables, and Cash Flow

ACCOUNTS PAYABLE BY WEEK
10/ 9/89 Through 10/31/89

1ST_BANK Page 1

10/ 6/89
pate  Num Payee Hemo clr Pat/oep
10/ 9 *hax%  Transco Office Supp a0ffice-Sup -932.56
10/ 9 wrt Acke Supply aRav-Matls Inv #45625 -14,889.04
10/ 9 *ck Ace Fasteners aRaw-atls -m2.72

TOTAL 10/ 9/89 - 10/14/89 -16,554.32

10/16 wwirk  Acme Supply aRou-Hatls Inv #45627 -10,542.00
10719 #wewk  Transco Office Supp 30ftice-Sup -17.85
10/19 *wek Deluxe Delivery  @Freight Inv #77136 -52.08
10/19 #¥rkx Ace Fasteners aRav-Hatls

10/19 thkkk  Dravog Printing ffice Inv #1043

TOTAL 10/15/89 - 10/21/89

10/23 *hkkk  Ace Fasteners SRew-matls -421.87

10/23 *kkkk  Cash aPetty_Cash Refill Cash Box -500.00
TOTAL 10/22/8% - 10/28/8% -921.87
10/29 *xktk  Boston Labs SRED Vidgex contract -12,000.00
10/30 *kkkk  Dravog Printing ffice Inv #1065 -7,445.89
10/31 *ikkk  Deluxe Delivery aFreight Inv #77172 -101.87
TOTAL 10/29/89 - 10/31/89 -19,547.76
OVERALL TOTAL 10/ 9/89 - 10/31/8% ~56,453.78
TOTAL INCOME 0.00
TOTAL EXPENSES 56,453.78

NET TOTAL -56,453.78

Figure 16-2. Typical Accounts Payable by Week report.

Accounts Payable by Supplier

Quicken can also show Accounts Payable by Supplier, ‘hat is, how much
and to whom you owe payments. To create such a report:

1. Choose Transaction Report from the Activities Menu. Quicken -
displays its Create Transaction Report dialog box.

2. Select the Report title field and type a title for the report similar to that
in Figure 16-3.

3. Set the date range in the from and through fields to cover from tomor-
row to some date in the future—covering any date range you want to
analyze.

4. Press the on-screen Payments pushbutton to restrict the report to
transactions that are payments only.

Quicken User Manual « 16-5



Chapter 16. Business Uses: Payables, Receivables, and Cash Flow

5. Do not restrict by payee, memo, or cleared status.

6. Since the report is based on payee information, press the Payee button
in the Subtotal by section.

7. When you have finished setting up the Transaction Report, press the
on-screen Start Report pushbutton. The report produced by the
Create Transaction Report dialog box in Figure 16-3 appears in Figure
16-4.

Create Transaction Report
Report title (optional): [ACCOUNTS PAYABLE BY WEEK ]
Restrict to transactions fron: [18/89/89] through: [18/31/89]
which are: @@ Paymwents & Deposits & Either
and whose payee watches (optiomal):
and whose wemo matches (optiomal) !

and whose cleared status is: 8Rngthing Not cleared
Cleared (X or %) Newly cleared (#)

Subtotal by: & Don’t subtotal Half month Year
Neek Month Payee
@Category

ee
&’ Two weeks Quarter
[ Show totals only

Figure 16-3. Create Transaction Report dialog box set up for an
Accounts Payable by Supplier report.
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Chapter 16. Business Uses: Payables, Receivables, and Cash Flow

ACCOUNTS PAYABLE BY SUPPLIER
10/ 9/89 Through 10/31/89
1ST_BANK Page 1
10/ 6/89
Date  Num Payee Mewo clr Pat/Dep
EXPENSES

10/ 9 *kkkk  Ace Fasteners Rav-Motls -732.72
10/19 *ikik  Ace Fasteners WRav-Matls —-654.90
10/23 #kkkk  Ace Fasteners aRav-Matls -421.87
TOTAL ACE FASTENERS -1,809.49
10/ 9 ok Acme Supply SRaw-Hatls Iny #45625 -14,889.04
10/16 *kkkk  Acwe Supply aRav-Natls Inv #45627 -10,542.00
TOTAL ACHE SUPPLY -25,431.04
10729 **%xx Boston Labs IRED  Widgex contract ~12,000.00
TOTAL BOSTON LABS -12,000.00
10/23 %kt Cash apetty_Cash Refill Cash Box ~500.00
TOTAL CASH -500.00
10/19 #%kkk  Deluxe Delivery aFreight 1nv #77136 -92.08
10/31 Wik peluxe Delivery aFreight Inv #77172 -10.87
TOTAL DELUXE DELIVERY -193.95
10/19 *kkkk  pravog Printing a0ftice Inv #1043 -8,123.00
10/30 **kkk  Dravog Printing aoffice Inv #1065 -7,445 .89
TOTAL DRAVOG PRINTING -15,568.89
10/ 9 trtdk  Transco Office Supp 80ffice-Sup -932.56
10/19 ¥k Tranaco Office Supp @0ffice-Sup 7.8
TOTAL TRANSCO OFFICE SUPPLY -950.41
TOTAL EXPENSES -56,453.78
sexexazzzsz
OVERALL TOTAL -56,453.78

Figure 16-4. Typical Accounts Payable by Supplier report.

cash requirements

Quicken can go a step beyond accounts payable by forecasting how much
cash you will need to cover all your future payments, even those you
aren’t billed for, such as payroll. (Note that Quicken can forecast cash
coming in, as well as cash going out, enabling you to forecast your exact
cash position. For details, see the section on “Forecasting cash flow and
cash position” later in this chapter.)
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To forecast cash requirements, enter into Quicken all payments you expect
to make, even if you haven’t or won't be billed for them. To see what your cash
requirements are, use the same reports described in the “Accounts pay-
able” section above.

Quicken tip: Use Transaction Groups, as described in Chapter 7, to reduce
keystrokes when typing in future transactions. For example, say that you
write 11 payroll checks every two weeks. Memorize each of these transac-
tions with its typical dollar amount. Assign all 11 to one Transaction
Group. You can then enter several months of expected payroll expenses
with just a few keystrokes. Later, as you learn the precise dollar amounts,
you can change the amounts and splits in the Check Register accordingly.

Accounts receivable

Quicken can track your accounts receivable. Just type a quick summary of
each invoice or statement you generate into one Quicken account desig-
nated for accounts receivable. You will then be only a few keystrokes
away from a complete summary of how much you’re owed, by whom, and
on what date. You won’t have to hassle with index cards, file folders, or
handwritten lists. Receivables that are lost because you forgot to catch up
with wayward customers will be a thing of the past. You'll know exactly
who's late making payments, so you can collect on time, rather than
months past the due date.

Note: If your objective in tracking your receivables is to forecast your cash
flow, see the section on “Forecasting cash flow and cash position” later in
this chapter.

Entering new invoices

16-8

To use Quicken for accounts receivable, you need to set up a new “bank
account” (see Chapter 13, Account Activities). Give this bank account a
descriptive name, such as “Acct_Rec.” The Opening Balance for your
accounts receivable account should be zero.

Quicken tip: Don’t put accounts receivable into your real checking
account. To track who is late in paying you, you must enter the accounts
receivable transactions into a separate “bank account” set up for accounts
receivable.
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Assemble all your invoices (or statements, if that’s how you bill customers)
and type a summary of each into the Check Register of the accounts
receivable account you just set up. See the following example.

To enter a receivable:

1. From the File Menu, choose Open and select the account you've set up
for your receivables. Quicken will display the Check Register for the
account.

2. Type the date due in the Date column and your invoice number in the
Num column.

3. Type the name of the customer you are billing in the Payee line.

4. Type the amount of the invoice in the Deposit column. Use the
Payment column for credit memos, which indicate that you owe a
customer money.

5. Type the date you issued the invoice in the Memo line.

A typical accounts receivable Check Register appears in Figure 16-5.

Quicken tip: Don'’t forget to use Quicken’s many keystroke-saving
features. Use[*] to automatically increase the invoice number by one.
Use Memorized Transactions for customers you bill regularly. Use Split
Transactions if you need more room for notes or to split the invoice into
different item parts.

Jan 19, 199@ 11:47 pm Quicken - C:\DESK\ACCT_REC Help Fy
File P2lEdit FabSearchFdiQuick EntruFslActivitiesFs/ — — i! Foiliid

PAYEE/NEMD PAYNENT |(c][ pEPosIT
FRUNENT_ICL DRPOSIT_

alance rorwa

Anderson’s Warehouse 5,438.85( 9,438.83
Inwoice Date; 9/13/89

Farris Stores 734.77| 6,173.62
Invoice Date: 9/13/89
6,073.62

Discount Deeq .

Credit for billing error

finderson’s Warehouse 10,322.82|| 16,396.44
Inwoice Date: 9/13/89

5 Stores
ce Date: 9/25/89

p1s dtores
ce Date: 10/11/89

LAY

3 Accept |
Ending Balance: $18,385.48

Figure 16-5. Check Register used for accounts receivable.
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Entering paid invoices

To handle partially paid invoices:

If an invoice is partially paid, here’s how to keep track of the amount still
outstanding.

1.

Display the Check Register for the receivables account. Select the
invoice that has been partially paid.

Highlight the dollar amount with the mouse or press to move the
cursor there; press [P¢1]. Do not type a zero.

From the Edit Menu, choose Split Transaction. Quicken displays its
Split Transaction dialog box.

Type the total amount of the invoice on the first line of the Amount
column. Type the payment received on the second line of the Amount
column, with a minus sign (-) in front of the payment.

Press the on-screen OK pushbutton. Quicken subtracts the payment
from the total amount of the invoice and enters the remainder in the
Deposit column of the Check Register.

To handle fully paid invoices:

When an invoice is paid in full, you can handle it in either of two ways.
Whichever way you choose, you should apply it consistently.

Delete the invoice transaction from the Check Register. After you
delete paid-in-full invoices, the Check Register shows only the out-
standing invoices. For details, see “Accounts receivable reports”
below.

Or

A more complete way is to type the payment in a Split Transaction for
the invoice as described above, but enter only the full amount. Once
the payment is entered, the amount for the invoice transaction will be
zero. This gives you a record of each customer’s payment history. For
details, see the section on “Customer Payment History” later in this
chapter.

Whichever way you handle fully paid invoices, the Ending Balance in the
Check Register of your receivables account is the total amount of your
accounts receivable.
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Accounts receivable reports

Overdue invoices

You can use the receivabl::s information in several ways.

Because invoices are arranged by the date due, overdue invoices are easy
to spot since all invoices appearing above the Today Line are overdue.
However, this is true only if you're using the “delete paid invoice”
method. If you are using the “split” method, only nonzero amounts at the
beginning are overdue. The invoices at the beginning of the Check Regis-
ter are the most overdue. The Check Register’s Current Balance is the total
amount of all overdue invoices.

To print a list of the overdue invoices in order of “age”:

1. Choose Print Register from the File Menu. Quicken displays the Print
To dialog box. Select the Page Setup you want to use. Press the on-
screen OK pushbutton. Quicken displays the Print Register dialog
box.

2. Set the date so that the from date is on or before the actual date of the
oldest invoice and the to date is today’s date.

3. Type in a descriptive title such as Overdue Invoices in Age Order in
the Title field.

4. Check the appropriate checkboxes if you want the transactions printed
one per line and if you want to print splits detail.

5. DPress the on-screen OK pushbutton.

Receivables aged by week

At times, you might want a report showing all your receivables, paid and
unpaid. Many companies analyze their receivables on a weekly basis.

To see your receivables aged by week:

1. From the Activities Menu, choose Transaction Report. Quicken
displays its Create Transaction Report dialog box.

2. Type in a descriptive title, such as Receivables Aged by Week.

3. Set the date range to cover all invoices from first to last.
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4.

Since the report is based on weekly information, press the Week
button in the Subtotal by section.

Press the on-screen OK pushbutton. The report will be displayed on
the screen. More information on reports and printing them can be
found in Chapter 11.

Receivables by customer

Aside from wanting to know how much money is owed to you, it is impor-
tant to know who owes you. Creating a report based on the customers can
produce valuable information.

To see your receivables by customer:

1.

From the Activities Menu, choose Transaction Report. Quicken
displays its Create Transaction Report dialog box.

Type a descriptive title, such as Accounts Receivables by Customer.
Your Create Transaction Report dialog box should look like that in
Figure 16-6.

Set the date range to cover the due dates for all invoices you've issued.

Since the report is based on payee information, press the Payee button
in the Subtotal by section.

When you have finished setting up the Transaction Report, press the
on-screen Start Report pushbutton.

Create Transaction Repont

Report title (optional): [ACCOUNTS RECEIVABLE BY CUSTOMER |

Restrict to transactions from: [01/81/89] through: [12/31/89)
which are: € Payments & Deposits & Either
and whose payee matches (optional):
and whose memo matches (optional) !

and whose cleared status is: gnnyth Not cleared
Cleared (X or ¥) Newly cleared (%)

Subtatal hu: Don’t subtotal Half wonth (- Year
Neek Month g Payee
Two weeks Quarter @Category
[ Show totals only

Figure 16-6. Create Transaction Report dialog box set up for a
Receivables by Customer report.
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The resulting report is shown in Figure 16-7. Quicken can produce a
similar report showing only overdue accounts. To do this, set the date
range to cover only dates from your oldest invoice up to today.

ACCOUNTS RECEIVABLE BY CUSTOMER
1/ 1/89 Through 12/31/8%

ACCT_REC Page 1
11/24/89
Date  Num Payes Nemo cir Pwt/Dep
INCOME
10/13 4302 Anderson's Warehous Invoice Date: 9/13/89 5,438.85
10/16 4304  Anderson’s Warehous Invoice Date: 9/13/89 10,322.82
TOTAL ANDERSON'S WAREMOUSE 15,761.67
10/16 265 Discount Depot credit for billing error -100.00
11/20 4470 Discount Depot Invoice Date: 10/20/89 1,075.00
TOTAL DISCOUNT DEPOT 975.00
10/13 4303 Farris Stores Invoice Date: 9/13/89 736.77
10/25 4376  Farcis Stores Invoice Date: 9/25/89 1,989.04
11/10 4452  Farris Stores Invoice Date: 10/11/89 883.87
11/26 46497 Fartis Stores Invoice Date: 10/24/89 1,430.37

TOTAL FARRIS STORES

TOTAL INCOME

OVERALL TOTAL 21,774.72

Figure 16-7. Receivables by Customer report created from the dialog

box in

Customer Payment History

Quicken can also keep a record of how promptly each customer has paid
each invoice. This is called a Customer Payment History.

If keeping track of this is important to you, you must do two things:

First, be sure you type the invoice issuance date in the Memo field for the
transaction.
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16-14

Second, do not delete paid invoices, as described above. Instead, follow
this procedure for each paid invoice:

1. At the Check Register, go to the invoice that has just been paid.
Change the amount of the invoice in the Check Register to zero.

2. From the Edit Menu, choose Split Transaction. Quicken displays the
Split Transaction dialog box.

3. Type in a descriptive name, such as Invoice, in the Memo field, and
the amount of the invoice in the Amount field. Quicken will be in
adding machine mode, so a negative amount, totaling the transaction
to zero, will be entered automatically. Type in a descriptive name,
such as Payment, in the Memo field of the second line.

4. Press the on-screen OK pushbutton on the Split Transaction dialog
box. Quicken returns you to the Check Register.

5. Mark the Cleared (C) column for the invoice transaction to show the
invoice as paid.

6. Change the date of the transaction to the date that payment was
received.

Note: This is why you must type the invoice issuance date in the
Memo field. You will need to compare it later with the date in the
Date column.

7. Press the on-screen Accept pushbutton to record the transaction.

By following this procedure, you will have a record of each paid invoice.
A report like the one above will now show each customer’s payment
history.

Quicken tip: Using this method makes overdue invoices harder to spot in
the Check Register. If you want to see them more easily, you should create
a Transaction Report restricted to transactions that are not cleared. To do
this:

1. Choose Transaction Report from the Activities Menu. Quicken
displays its Create Transaction Report dialog box.

2. Fill out the Create Transaction Report dialog box as you normally
would, only this time press the on-screen Not cleared (blank) button.

3. Press the on-screen Start Report pushbutton to start the report.
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Forecasting cash flow and cash position

If you enter both your expected payments and your expected deposits into
the Check Register, Quicken forecasts your cash flow. Forecasting cash
flow predicts cash surpluses, helping you to figure out whether you can
handle new expenses or invest the surplus for highest return. Forecasting
also predicts coming cash deficits so you can slow your payables, borrow,
or take action to generate more cash.

Forecasting works best if, as in many businesses, your deposits are fairly
predictable. If your deposits are unpredictable, forecasting will not work
as well.

Overview of cash flow forecasting

Here’s an overview of cash flow forecasting. First, enter your expected
payments into your regular checking account. Then make a copy of your
checking account. In that copy, enter your expected deposits. The result-
ing Check Register shows your cash flow from today out to as far as you
can estimate expected payments and deposits. Quicken can produce
several reports summarizing your cash position and cash flow.

Keep this in mind: Do not enter expected deposits into your regular
checking account. Doing so could lead you to overstate your checking
account balance and write checks that bounce. Instead, follow the instruc-
tions below to make a copy of your regular checking account and enter
expected deposits into that copy.

1. Inyour regular checking account, enter expected payments. Follow
the instructions in the sections of this chapter entitled “Accounts
payable” and “Forecasting cash requirements.”

2. Make a copy of your regular checking account. To do this, choose
Copy from the File Menu. Quicken displays the Copy Current
Account dialog box.

3. Set the date range for today through the period you want to forecast.
Do not check the Also Copy Prior Uncleared Transactions checkbox.

4. Give this new account a name you’ve not used before, for example,
Cashflow. Press the on-screen OK pushbutton.

5. When the copying is complete, open the new account. Do not use your
regular checking account.

6. In the new account, enter expected deposits. You can enter each
invoice for which you expect payment. Or you may find it easier to
enter the total deposits you expect to make each day or each week.
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Cash flow reports

After entering expected payments and deposits as described above, you
can create reports that view your future cash flow in three different ways:
cash position by day, cash flow by week, and sources and uses of cash.

Note: Quicken can forecast your cash flow as far into the future as you can
predict deposits and payments.

As you use these reports, keep in mind that “float” can cover temporary
cash deficits. Float is the time it takes for a check you mail to reach your
bank and get charged to your account. This can take anywhere from one
to 10 or more business days. Most businesses don’t want to take a risk on
float, preferring to make certain that there is never a cash deficit in their
cash forecast. Knowing their cash position by day helps them to do this.

Cash position by day

Cash flow by week

16-16 -

Cash position by day is shown in the Check Register. If the balance
changes to a negative, you have a cash deficit that may need attention.

To print the future portion of the Check Register:
1. Display the Check Register.

2. From the File Menu choose Print Register. Quicken displays its Print
To dialog box. Select the Page Setup you wish to use and press the on-
screen OK pushbutton.

3. Set the date range to cover from tomorrow forward.
4. Give the report a descriptive title such as Cash Position by Day.

5. Check the appropriate checkboxes if you want the transactions printed
one per line and if you want to print splits detail.

6. Press the on-screen OK pushbutton.

Cash Flow by Week is a report used by many businesses. To create such a
report:

1. From the Activities Menu choose Transaction Report. (See Chapter
11, Reports.) Quicken displays its Create Transaction Report dialog
box, as in[Figure 16-8
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Create Transaction Repont
Report title (optional): [ACCOUNTS PAYABLE BY WEEK ]
Restrict to transactions from: |10/09/89|through:|10/31/89|
which are: @@ Payments € Deposits € Either

and whose payee matches (optional):
and whose memo matches (optional) :

and whose cleared status is: gﬂnythiny Not cleared
Cleared (X or ¥) Newly cleared (%)

Subtotal hy: £ Don’t subtotal Half wonth Year
D MWeek Month Payee
@Category

n
&7 Two weeks Guarter
[ Show totals only

Figure 16-8. Create Transaction Report dialog box set up for a
Cash Flow by Week report.

2. Type a descriptive title, such as Cash Flow Forecast by Week.

3. Select the Date fields and set the range to cover from tomorrow
forward.

4. Since the report is based on weekly information, press the Week
button in the Subtotal by section.

5. When you have finished setting up the Transaction Report, press the
on-screen Start Report pushbutton.

A typical report appears in The balance is your cumulative
cash position through each week. The report factors in your bank account
balance as of the beginning of the report. A negative balance means you
are out of cash as of that date.
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CASH FLOW FORECAST BY WEEK
10/ 9/89 Through 10/31/89

CASHFLOW Page 1
11/24/89
date  Nuw Payee Hemo cir Pmtidep
BALANCE 10/ 8/89 45,000.00
10/ 9 EXPEC Deposit Revenues 29,756.87
10/11 wkeex  Acme Supply SRaw-Matls Inv #45625 ~14,889.04
10/11 *hkkk  State Power Co. tilities -142.87
10/11 ¥iokkx  yestern Betl Wtilities -522.36
10/11 *hkkt Transco Office Supp @0ffice-Sup -532.56
TOTAL 10/ 9/89 - 10/14/89 13,270.04
BALANCE 10/14/89 58,270.04
10716 EXPEC Deposit aReverwes 25,000.00
10/18 *kikk  Acme Supply Rau-Matls Inv #45627 -10,542.00
10/18 *xbik  Boston Labs @RED Widgex contract ~12,000.00
10720 Payrotl 14,000.00
TOTAL 10/15/89 - 10/21/89 16,458.00
BALANCE 10/21/89 74,728.04
10/23 **kkk  cash @Petty Cash Refill Cash Box -500.00
10/24 *kkkx  Sampson Steel Co.  @Rav-Matls ~7,800.00
TOTAL 10/22/89 - 10/28/89 -8,300.00
BALANCE 10/28/89 66,428.04
10729 *kdick  Florabunda WMisc_Servs Hew Plant Service -50.00
10729 *hkkk  Smith & Hines dLegal -1,674.00
TOTAL 10/29/89 - 10/31/89 -1,724.00
BALANCE 10/31/89 64,704.04

OVERALL TOTAL 10/ $/89 - 10/31/89 19,704.04
TOTAL INCOME 68,756.87
TOTAL EXPENSES 49,052.83

e
NET TOTAL 19,704.04

Figure 16-9. Typical Cash Flow by Week report.

For a more concise report, check the Show totals only checkbox of the
Create Transaction Report dialog box.
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Sources and uses of cash

Sources and Uses of Cash is another report that is useful for understanding
your business’s cash flow. It shows where your cash is coming from and
where it is going. It shows which are your largest sources of cash and
which are your largest uses. You may want to direct more management
attention to these sources and uses. You can get a Sources and Uses report
for your historic cash flow or for your forecasted future cash flow.

The report you create depends on the report you want to see. If you want
to see the sources and uses totaled by @Category, select an @Category
Report (or a Transaction Report, subtotaled by @Category). If you want to
see the sources and uses totaled by payee, select a Transaction Report;
then subtotal it by payee. Set the date range to cover the past up to today,
or the future from tomorrow on.
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Chapter 17

Business Uses:
Bookkeeping, Petty Cash, and Payroll

Cash bookkeeping/Chart of accounts

Reporting by job, property, client, or project

Departmental bookkeeping

IRS Form 1099

Petty cash

Business budgeting

Asset and liability accounting

Payroll

The preceding chapter gave examples of Quicken’s many business uses,
concentrating on accounts payable, accounts receivable, and cash flow.
This chapter tells you how you can use Quicken for other routine business
bookkeeping tasks.

Cash bookkeeping/Chart of accounts

Quicken can do the routine bookkeeping work for many businesses. Using
Quicken eliminates bookkeeping errors. It has enabled many businesses to
do more complete and accurate bookkeeping in much less time than they
previously spent—and it produces finished reports that allow the account-
ant for the business to do his or her job much faster.

Quicken does all this without requiring double-entry accounting. Double-
entry accounting software, as those who have tried it know, can be difficult
to set up and rigid, and it may require in-depth knowledge of debit and
credit accounting rules.
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The process of using Quicken for bookkeeping includes three steps:

1. Establish a chart of accounts in the form of a set of @Categories.
2. Assign an @Category to each transaction.

3. Produce reports.

Establishing a chart of accounts

17-2

To use Quicken for business bookkeeping, first establish a set of income
and expense categories. This is often called a “chart of accounts.”
Quicken’s @Category feature allows you to enter your chart of accounts all
at once, or “on the fly” as you type in transactions (see Chapter 8, @Catego-
ries).

You need not establish a rigid chart of accounts before you can use the
program. Unlike many accounting programs, Quicken is flexible. You can
add to or modify your chart of accounts at any time. You can also recate-
gorize past transactions; for example, you can split a single @Category into
two new @Categories.

Here is a typical chart of accounts for a sole proprietorship as it appears in
Quicken’s @Category List. This list of items is from the IRS Schedule C,
Profit (or Loss) From Business or Profession—Sole Proprietorship. For
ease of use, the @Category names are abbreviations. You can use numbers
if you prefer. Quicken alphabetizes the list by @Category name, not by
Description. In the list below, Other Income and Other Expenses begin
with an () (underline) so they show up last in reports. Quicken alphabet-
izes the (_) (underline) character after all letters.
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Chart of accounts list of @Categories and descriptions.

@Category Description
Ad Advertising
Bad_Debt Bad Debt
Bank_Charges Bank Service Charge
Car Car & Truck
COG-Labor Cost of Goods-Labor
COG-Matls Cost of Goods-Matls
COG-Other Cost of Goods-Other
Commissions Commissions
Depletion Depletion
Dues&Pubs Dues & Publications
Emp_Benes Employee Benefits
Freight Freight
G_Sales Gross Sales
Insurance Insurance
Int_Paid Interest Paid
L&Clean Laundry & Cleaning
L&P_Fees Legal & Prof. Fees
Office Office Expenses
Pension Pension & P. Share
Rent Rent
Repairs Repairs
Returns Returns & Allowances
Supplies Supplies
Taxes Taxes
T&E Travel & Entertain.
Utilities Utilities & Phone
Wages Wages & Job Credits
_Other-E Other Expenses
_Other-| Other Income

Assigning transactions to @Categories

To keep accurate books, you should assign every transaction to an @Cate-
gory except the Opening Balance in the Check Register.

Assigning a transaction to an @Category is easy. You can pick from a list
of existing @Categories, or create a new @Category as you need it.

To pick an existing @Category:

1. When it’s time to assign an @Category, choose Recall @Category from
the Quick Entry Menu. You can also press [Ctri]+[C]. Quicken

displays your existing @Category List.
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2. Select the @Category you want by highlighting it and then pressing the
on-screen OK pushbutton. If you have a mouse, double-click on the
@Category. Quicken enters that @Category for you.

For more details on assigning @Categories, see Chapter 8.

If you split a transaction:

If you split a transaction, you can assign a @Category either to the full
transaction or to each item in the split. Generally, you would not assign
@Categories to both the full transaction and the split items.

To require an @Category for each transaction:

To make it easier for you to remember to categorize transactions, Quicken
has a feature you can set that requires that every transaction be assigned to
an @Category. To require an @Category for your transactions:

1. From the File Menu, choose Other Settings. Quicken displays its
Other Settings dialog box, as in Figure 17-1.

ther Settings

@Categories Required [ Beep when recording and memorizing

checkbox. [0 Request confirmation (for example
when changing the Check Register)
T\E Require @Categorg_in memo of all
new transactions

[0 Extra message line on check (printed
on check but not recorded)

Days_in advance to remind of postdated
thecks and scheduled groups (8-38) [3 ]

Figure 17-1. Other Settings dialog box.

2. Check the Require @Categories checkbox.

3. Press the on-screen OK pushbutton to accept the new settings.

Quicken now warns you if you try to record a transaction without
assigning it to an @Category, but still permits you to do it.

Producing reports
There are two reports that businesses generally produce with Quicken:

Income and Expenses by Category, and Transactions by Income and
Expense Category.
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Income and Expenses by Category Report

Income and Expenses by Category is the report most often used by busi-
nesses. For cash-based businesses, it is their entire profit and loss state-
ment. For other businesses, it is much of their profit and loss statement.

To create an Income and Expenses by Category Report:

1. Choose @Category Report from the Activities Menu. Quicken
displays the Create @Category Report dialog box, as shown in Figure
17-2.

2. Set the Report title and other fields as shown in Figure 17-2.

3. In the Restrict to transactions from and through fields, type in the
starting and ending dates for the transactions you want Quicken to
include in the report.

4. In the Subtotal by section, press the Month button.

Press the on-screen Start Report pushbutton. Quicken produces a
report.

Create BCategory Report

Report title (optional): [MONTHLY P&L STATEMENT, 3RD QTR. I

Restrict to transactions frow:|87/01/89]through: |89/30/89
which are: € Payments € Deposits @ Either

and whose payee watches (optional):
and whose wemo matches (optiomal) !

and whose cleared status is: gnngthing Not cleared
Cleared (X or %) Newly cleared (%)

Subtotal by: Don’t subtotal Half wonth Year
! §Heek - Month ©

on
Two weeks Quarter

[ Select GCategories to include

Figure 17-2. Creating an Income and Expenses by Category
report.

The resulting profit and loss statement should appear similar to the
example in This example is for a business that categorizes its
expenses using only a few @Categories.

If the report shows a transaction identified by the words “Not Categorized
Expenses,” Quicken found some transactions that were not assigned to any
@Category. For a list of these transactions, create a Transaction Report that
you restrict to transactions without an @ in the Memo field. Do this by
typing ~..@.. in the memo matches field of the Create Transaction Report
dialog box.
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MONTHLY P&L STATEMENT, THIRD QUARTER
7/ 1/89 Through 9/30/89

1ST_BANK Page 1
10/ 6/89
7/ 1/89-
Category Description 7089 a/89 9189 930789
INCOME
Gross Sales 52,978.86 36,262.55 67,901.40 157,142.81
Other Income 121.43 125.64 125.75 372.82
TOTAL INCOME $3,100.29 36,388.19 68,027.15  157,515.63
EXPENSES
Advertising 600.00 600.00  3,440.00  4,640.00
tar & Teuck 728.93 67360 828.66  2,231.00
Insurance 1,780.00  5,200.00 1,450.00  §,430.00
office Expenses 2,932.05  2,462.27 2,871.90  8,266.22
Rent 5,324.00 5,324.00 5,324.00  15,972.00
Taxes 1,563.75 472.84 856.60  2,891.19
Travel & Entertainment  1,265.97 983.74  1,563.04  3,812.75
utitities 82.77 397.51 40533 1,285.61
vages 15,832.89 15,346.52 18,511.69  49,691.10
Other Expenses 3,890.43  3,174.76  5,649.92  12,715.11
TOTAL EXPENSES 34,400.79  34,635.05 40,899.14  109,934.98
OVERALL TOTAL 18,699.50  1,753.14 27,128.01  47,580.65

Figure 17-3. Typical Income and Expenses by Category report.

Transactions by Income and Expense Category

17-6

The Transactions by Income and Expense Category Report shows the
“breakdown” of each income and expense category. Unlike the report
above, it is a detailed report showing each transaction in each @Category.
It also permits you to double-check that transactions were correctly
categorized.

To create a report of transactions by income and expense category:

1. From the Activities Menu, choose Transaction Report. Quicken
displays its Create Transaction Report dialog box.

2. Select the Report title field, and give the report a descriptive title, such
as INCOME & EXPENSE BY CATEGORY DETAIL.

3. Select the from date and through date fields, and set the date range
you want for the report.
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4. Inthe Subtotal by section, press the @Category button.
5. Press the on-screen Start Report pushbutton to produce the report.

The first part of such a detailed report appears in Figure 17-4.

INCONE & EXPENSE BY CATEGORY DETAIL
9/ 1/89 Through 9/30/89

CHECKING Page 1
10/ 6789
Date Num Payee Hema clr Pat/Dep
INCOME
Gross Sates
91 Peposit #_sales X 7,042.58
oM Deposit %_sales X 17,427.04
9/18 Deposit 86_sates X 22,175.39
9725 Deposit a6_sates X 21,256.00
TOTAL Gross Sales 67,901.41

Other lncome

/21 Deposit @_Other_1 X 125.75
TOTAL Other Income 125.75
TOTAL INCOME 68,027.16
EXPENSES
Advertising
9/ 9 1503 Central Bell aAds  Yellow Pages x
9/ 9 1505 R.P. Dunnetly dAds  Business X
9715 1547 City Subway Dist. @Ads  Transit sds

9/23 1572 Western Bell @Ads  Yellow Pages

TOTAL Advertising

car & Truck
9/15 1542 Winston Leasing acar Lease pay X -625.00
9/23 1581 S Olson Sasb acar  Repairs X 1321
9/23 1585  Mollusk Oil Co. acar Gas card —£9.45
TOTAL car & Truck -828.66
TOTAL EXPENSES -4,268.66
s=ssssacsss
OVERALL TOTAL €3,758.50

Figure 17-4. A detailed Income and Expense by Category Report.
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Reporting by job, property, client, or project

Quicken’s flexibility allows you to categorize transactions in more than one
way. You can assign each transaction to a chart of account code number
and to a job number, property, project, client, or department code. Then
Quicken can produce reports for each job, property, client, or department.

In this way, Quicken can help in billing expenses to particular clients,
tracking actual costs vs. estimates, segregating income and expenses by
rental property, and tracking expenses by project.

This capability makes Quicken valuable in medical, legal, consulting, and
other professional service firms, as well as property management, job-shop
manufacturing, construction, and similar businesses.

Setting up for flexible reporting

The process of using Quicken to create more flexible reporting options
consists of three steps:

1. Establish a set of @Categories and @Category prefixes suitable to your
clients, projects, or business.

2. Assign at least one @Category to each transaction.
3. Produce reports.

You establish @Categories and assign transactions to them as described
earlier in this chapter. The only difference is that you assign each transac-
tion (or if you have split transactions, each item in the split) to a prefixed
@Category with the prefix indicating the job, property, client, etc.

Prefixed @Categories

A prefixed @Category is simply a descriptive phrase placed before an
@Category—for example, Job 104 @Supplies. Here, Job 104 is the prefix for
the @Category called Supplies. Using prefixed @Categories like this allows
you to create a report showing all your supplies expenditures for all jobs,
or just those relating to Job 104. You create the report by restricting it to
transactions that include “Job 104" in the Memo field.
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Quicken tip: Unlike @Categories, which Quicken maintains in its @Cate-
gory List, there is no list. for @Category prefixes. If you use @Category
prefixes, you must be careful always to spell them consistently. For
example, if you sometimes use the prefix Job 104 (a space between “Job”
and “104”) and sometimes the prefix Job104 (no space), and then ask
Quicken to produce a report restricted to “Job104,” the report will not
contain any transactions prefixed with “Job 104.”

For example: managing a property

This example shows how an owner of three office buildings might set
Quicken up. Below is a list of the @Categories for his chart of accounts.
The prefixes of the three buildings are (First Ave.), (N. Park), and (Oak
Circle). The parentheses are part of the prefix.

Example @Categories for property management.

@Category Description

Ads Advertising
Commission Commissions
Insurance Insurance

Int-Paid Interest Paid
Janitor Janitorial
L&P-Fees Legal & Prof. Fees
Late-Fees Late Payment Fees
Other-Exp Other Expenses
Rent Rent Received
Repairs Repairs

Taxes Taxes

Utilities Utilities

To produce an @Category Report for a single property:

1. From the Activities Menu, choose @Category Report. Quicken
displays its Create @Category Report dialog box as in

2. Select the title field and type a title similar to CASH ACCOUNTING,
FIRST AVE. BUILDING.
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3. Select the from and through fields and set the date range to cover the
time period you want.

Create @Category Report
Report title Coptional):|CASH ACCOUNTING, FIRST AVE. BUILDING |

Restrict to transactions from: [01/01/89]through: [12/31/89
which are: & Payments & Deposits @D Either

and whose payee matches (optiomal):
and whose memo matches (optional) :]..(Fipst fve.)..

and whose cleared status is: gnngthing Not cleared
Cleared (X or ®) Newly cleared (%)

Subtotal by: Don’t subtotal Half wonth & Year
gu k Month

ee
Two weeks Quartepr
[ Select @Categories to include

Figure 17-5. Creating an @Category Report using prefixed
@Categories.

4. Select the memo matches field. Type the prefix for the property whose
report you want to see, using this format:
.. (First Ave.)..

This tells Quicken to include only those transactions that have the
(First Ave.) prefix anywhere in the Memo field. Quicken will search for
a keyword match. You can find out more about it in Chapter 11,
Reports.

5. Press the on-screen Start Report pushbutton to produce the report.

The dialog box in Figure 17-5 produces a report like that in Figure
17-6.
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CASH ACCOUNTING, FIRST AVE. BUILOING

1/ 1/89 Through 12/31/89
1ST_BANK Page 1
107 6789

1/ 1/89-

Category Description 12/31/89
INCOME
Late Payment Fees 1,645.00
Rent Received 296,856.00
TOTAL INCONE 298,501.00
EXPENSES
Advertising 545.85
Commissions 1,200.00
Insurances 3,292.10
Interest Paid 202,845.60
Janitorisl 10,856.90
Legal & Prof. Fees 4,934.00
Repairs 14,923.61
Taxes 25,854.00
Utilities 6,944.72
Other Expenses 8,885.50

TOTAL EXPENSES 280,282.28

OVERALL TOTAL 18,218.72

Figure 17-6. Report created with @Category prefixes.

Quicken can also produce a detailed report that itemizes the transactions in
each @Category. To create such a report, choose Transaction Report from
the Activities Menu, limit it to the First Ave. building as shown above, and
subtotal by @Category.

Departmental bookkeeping

The most flexible way to segregate expenses by department is to use two
@Categories, one for the chart of accounts code and one for the depart-
ment. For example, @Printing @Mktg could signify a printing expense in
the Marketing department. In reports, Quicken subtotals the printing
expenses by department.
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Another way to track departmental expenses is through the use of “combi-
nation chart of accounts codes.” These are chart of accounts codes, usually
numbers, that combine the department and the type of expense.

Typically, such @Categories consist of four digits: two digits indicating the
department, and two digits indicating the type of expense. For Quicken,
the type of expense number must come first. For example, @50.. could
stand for the Marketing department and @..25 could stand for printing. An
expense coded with @5025 would represent printing for the Marketing
department.

You can control what Quicken reports on by limiting the report. You limit
the report in the dialog box that appears when you choose one of the three
Create Report commands. Continuing with the example above, typing
..@50?2.. in the memo matches field of the Create Report dialog box
produces a report for the Marketing department alone. Typing ..@?225.. in
the memo matches field produces a report of printing expenses for all
departments.

Quicken tip: A disadvantage of the numerical approach is that any
@Category or Budget Reports you produce will have many lines, since
each 4-digit @Category appears on its own line.

IRS Form 1099

17-12

Quicken makes it easy to produce IRS Form 1099, Miscellaneous Income.
For a list of how much you’ve paid each payee:

1. Choose Transaction Report from the Activities Menu. Quicken
displays its Transaction Report dialog box.

2. Select the from and through fields. Set the date range to cover the year
for which you must produce the 1099.

3. Check the Show totals only checkbox.

4. Press the on-screen Start Report pushbutton to produce a report
showing the appropriate 1099 totals.

Remember that Quicken produces a report showing 1099 totals; it does not
print 1099 forms.
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Petty cash

Many of America’s largest corporations use Quicken to manage their petty
cash accounts. At branch offices and at headquarters, Quicken keeps petty
cash balanced and on track—and produces the reports that finance depart-
ments require. Quicken’s Reconciliation Report is particularly useful for
petty cash.

Business budgeting

Quicken can compare your actual business income and expenses with a
budget you set up, by week, by month, by quarter, or by year. The method
for doing this is explained in the “Budget Reports” section of Chapter 11.

Asset and liability accounting

You can also use Quicken to account for assets and liabilities, such as
capital equipment and loan principal. Keep in mind that Quicken is not
double-entry accounting software. You will still want your accountant to
produce the asset and liability portions of your financial statements. But
Quicken can help handle routine record keeping, especially for long-term
assets and liabilities.

The process of using Quicken to do this consists of three steps:

1. Set up the asset or liability.
2. Increase or decrease it over time.

3. Produce reports.

If you plan to do asset and liability accounting, you should not set Re-
quired @Categories. If you have already set up Quicken to require @Cate-
gories, you will need to change the setting:

1. Choose Other Settings from the File Menu.
2. Do not check the Require @Categories checkbox.

3. DPress the on-screen OK pushbutton to accept the new settings.

Setting up an asset or liability

Use a zero-amount transaction to enter the value of the asset or liability
into Quicken without affecting your checking account balance (see Chapter
9.
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Set up special @Categories for each category of asset or liability. For
example, begin each @Category with @AL: , such as @AL:Capital or
@AL:Prin. “AL” is short for Asset/Liability. Setting up your @Categories
this way enables you to restrict reports to include only assets and liabili-
ties, or to exclude them. This keeps reports dealing with assets and
liabilities separate from reports dealing with income and expenses.

Two rules to remember:

»  Assets (what you own) should have Payment balances. This means
that you should type a zero in the Payment column before choosing
Split Transaction from the Edit Menu to enter asset amounts in the
Split Transaction dialog box.

* Liabilities (what you owe) should have Deposit balances. This means
that you should type a zero in the Deposit column before choosing
Split Transaction from the Edit Menu to enter liability amounts in the
Split Transaction dialog box.

Increasing or decreasing assets or liabilities

Use @Categories as usual to add to or subtract from assets or liabilities.
For example, Figure 17-7 shows a mortgage payment that decreases the
loan principal due.

Jan 2@, 1998 12:87 am Quicken - C:\DESKN\ACCT_REC Help Fy
TFi e 2] Bdit FalSearoh FilQuick EntruFatfctivitiesfil ! Feilhd

DATE 19/26/89

5%[};00}“ Downtown Mortgage Co. $ 1,808.00

One Thousand Eight Hundred Eight and 80/18@menseaaiaascnce DOLLARS

Split Transaction

ADDY

Figure 17-7. Split transaction decreasing the loan principal due.
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Use a zero-amount transaction if you must increase or decrease an asset or
liability and no cash is involved. For example, use zero-amount transac-
tions when you depreciate assets, write off bad debts you were owed, etc.

Reporting assets and liabilities

Payroll

Useful reports for reporting on assets and liabilities are the @Category
Report and the Transaction Report, subtotaled by @Category.

Three rules to remember when reporting assets and liabilities are:

1. Toreport assets and liabilities, restrict the report by typing ..@AL:.. in
the memo matches field of the Create Report dialog box. On all other
reports, exclude assets and liabilities by typing ~..@AL:.. in the memo
matches field of the Create Report dialog box.

2. To report the value of assets and liabilities, the date range must include
the date of the transaction in which that asset or liability was first set
up in Quicken. If the date range excludes this “set up date,” your
report reflects only changes to the account during the period covered
by the date range, and not its value at the end of the period.

3. Onreports organized by @Categories, liabilities appear first in the
group that ends with TOTAL INCOME. Assets appear last in the
group that ends with TOTAL EXPENSES. That is because assets have
Payment balances and liabilities have Deposit balances.

While Quicken is not a complete payroll system, it can automate some of
the most onerous payroll chores. Doing a payroll involves making calcula-
tions, printing checks, tracking data for payroll taxes, and filling out
payroll tax forms. Quicken prints checks and tracks all the deductions
needed for payroll taxes, leaving you to do calculations and fill out payroll
tax forms by hand.

Quicken tip: Start all payroll @Categories with @P_. Then, when you set
the criteria in the Create @Category Report dialog box, restrict the report
to transactions whose memo matches ..@P_.. . This way your payroll
reports contain only payroll-related @Categories.
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Typical @Categories

Here is a typical set of payroll @Categories. The first group consists of
payroll categories that all businesses use. The second group consists of
payroll categories that may or may not be required, depending on the laws
of your state or locality.

Payroll @Categories

Group 1

@P_FICA FICA withholding
@P_FedWH Fed. income tax withheld
@P_Gross Gross compensation

@P_FedWHDep Deposits of Fed. withheid
@P_FUTADep Deposits of FUTA

Group 2

@P_StWH State income tax withheld
@P_LoWH Local income tax withheld
@P_SDI State disability tax WH
@P_SDIDep Deposits of state disability
@P_STWHDep Deposits of state WH
@P_Tips Tip compensation
@P_Sep/IRA SEP or IRA compensation
@P_Pension Pension compensation
@P_Fringe Fringes treated as comp.

To print payroll checks:

1. Use a split transaction to list the deductions needed for each payroll
check.

2. Memorize the transaction without dollar amounts. Then recall the
transaction and fill in the hours worked and dollar amounts for each
employee. Make sure the split is in adding machine mode (see page 9-
3 for details).
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3. DPress the on-screen Accept pushbutton to record each transaction. As
you do so, Quicken keeps track of all deductions for your payroll tax
reporting.

4. Now you can print the checks. If you print on voucher checks, the
voucher shows all wage and deduction information that appears in the
split.

Figure 17-8 shows an example of a split transaction for a typical payroll
check with the numbers filled in.

Jan 20, 1990 12:13 am Quicken - C:\DESKMACCT_REC Help £y
File F2iEdit FalSearchFaiQuick EntruFsifctivitiesFs it FollXrid

IC2

DATE 18/26/89

gggnfzoof‘“ Joe Ewployee § 911,32

Nine Hundred Eleven and 32/1@@masnssstbsnbaboatabnnobouaace DOLLARS

Split Transaction

:State Insurance @P_SDI
:State Nithholding AP StWH

~Ending Balance: $18,385.48

Figure 17-8. Spilit transaction for a typical payroll check.

Once you have printed your payroll checks, you can use Quicken’s Re-
ports feature to get the numbers you need to fill in your payroll tax forms.

Here are the Federal payroll tax forms showing which Quicken reports to
run to get the information for each form. As you can see, Quicken gives
you the difficult to calculate numbers. Note which reports you'll create to
get information for each number. The forms are filled in for a typical
business. If your business requires you to fill out more of the blanks,
design your Quicken reports accordingly. Use the same procedure for
your state and local tax forms.
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1 Control number

2 Employer's name, address, and ZIP code 3 Employer's identification number 4 Employer's state 1.D. number
77-0034682 311-3273-5

ACME CORPORATION 5 Satpnry Deceased Pension  Legsl 942 Sublolal Deferred Vol
721 MAIN STREET g0 B 8 0 oo
PECRIA, IL 60612 6 Alfocated tips 7 Advance EIC payment

8 Employee’s social sacurity number | 9—Federal income tax withheld 10 Wages, tips, other compensation 11 Social security tax withhe
555-39-1228 5,972.55 37,420.00 1,791.21

12 Employee’s name, address, and ZIP code { i [ t+4-Socrarsecunity tips

:] 37,420.00 ;
ALICE RICHARDSON T 16a Fringe benefits incl. in Box 10
1223 FIRST AVENUE 210.00

PEORIA, IL 60621

Wmem 18 State wages, tips.elc. 9 Nams of state

u2.17 37,420.00
20 Local income tax 21 tocal wages, lips, etc. [22 Nam Jocality

rum W-2 Wage and Tax Statement 7Z 25,00 37,420.00
This information is being furnished to the Internal R Servies. }u( ‘be filsd W wmptoyes s PEOENAL tax return Dapt. of the Treasury>JRS
@Category Report. Restrict to payee @Category Report. Restrict to payee matches:
matches: name of employee. name of employee. Then manually check employee's

gross compensation against the Social Security cap.

Figure 17-9. W-2 Wage and Tax statement.
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Restrict to memo
matches: ..@P_..

Transaction
Report. Restrict to
memo matches:
..@P_Gross..
Subtotal by Payee.
Then manually
check each
employee’s gross
compensation
against the Social
Security cap.
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v

/ Under
true. corvect, and

\Nm STAPLE

l‘&wumrm

J 33}&1 For Otticiat Uise Only »

2 941/94Te~Mitary 943
Kind !
J o 1 942 D""e
Payar govemp.
0 m] g

6 Allocated tips,

7 Advance EIC payments

9 Federal ncome tax withheld

10 Wages. tips. and ofher

y tax withheid

26,715.50 252,018.29 18,997.23
12 Employer's state | D. aumber 13 Sociai secunty wages 14 Social secunty tips
311-3273-5 141,700.79

18 Employer's identiication number
77 — 0034

16 Establishment number

17 Empioyer's name

18 Gross annuity. pensian. etc. (Farm W-2P)

CORPCRATION
721 MAIN STREET
PEORIA, IL 60612

19 Employer's address and ZIP code_(If available. place iabel oser boxes 15, 7. and 19.)

20 Taxable amount (Form W-2F)

21 Income tax withheid by third-party payer

penaities of perjury, | dectare that |

to secure such nismbers tram the

s s Frg M

is return and

and to the best of my knowiedge and belief they are

th
compiete. In (m uu of dacuments withaut recipients’ idemtifying numbers, | Vave compled with the tequirements of the law m attempting

Title ﬂ;/%l{w %«

ram W-3 Transmittal of Ir

and Tax Stat

" Department of the Tressury
18 Internal Ravenue Service

Please return this entire page with the accompanying Forms W-2 or W-2P to the Social
Security Administration address for your state as listed below.

is locatedin Use this address
v v
Aaska, Arzona, Calforni, Coorsdo. Social Security Administration,
Hawai, [dano, lowa, Minnesota, Salinas Data Gperations Center
i, " Nebraska, Hevads, Salinas, CA 93911

North Dakota, Oregon, South Dakota,

h, Washington, Wi in, Wyoming

bama, Arkansas, Florida, Georgia, ‘Social Secunty Administration
Dlinoss, Kansas, Loursiana, Mississip Abuaueraus Dats Operations

Mexico, . South Cacofins,
Tennesses. T Abuqueraus, NM 87180
ut. Delaware, Distrct of Social Security Adminisiration

Columbia. Indiana, Kertucky, Maine, Wilkes-Barre Data Gperations
M , Massac , Michigar
New Hampshire, New lersey, New York, Wilkes-Barre, PA 18769
North Carolina, Ohio, Pennsyivania,
[ Vermont, Virgmia
Wast Virginia
i you have no oo residenceor Social Security Adminisization
principal piace of business inany state Wikes-Barve Data Operat

Wikies-Barre, PA 18769

Reduction Act Notics.—We ask for this information to carry out
the Internal Revenue laws of the United States. We need it to ensure that
taxpayers are complying with these laws and to ailow us to figure and coliect
the right amount of tax. You are required to give us this information

Figure 17-10. W-3 Transmittal of Income and Tax Statements form.
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. 9 4 0 Employer's Annual Federal
:“mm ot the Tremsuy Unemployment (FUTA) Tax Return
Internal Revenue Service > For Paperwork Reduction Act Notice, see page 2.
-
IName (as distinguished from trade name) Calerdar year FF Transacﬁon Repon_
N e ACKE CORPORATION e Restrict to memo
Address and ZIP code PECRIA, IL 60612 Employer identification number IT matChes: . '@P_Gross"

L [77 - 00358z ] Subtotal by Payee. Then
A Dud you pay al! required 10 your state fund by the due date of Form 3407 (See instructions if none required } . . X ves (I manual Iy yCheCk eaCh
If you checked the '“Yes' box, enter amount of contributions paid to your state unemploymentfund. . . . . . .»$ 1 LQQ} A9 employee S grOSS com-
B Are you required to pay contributions to only one state? Coe e pensation against the

If you checked the ““Yes" box: (1) Enter the name of the state where you are required to pay contributions .
$7,000 cap.

» __ JLLINOIS

(2) Enter your state reporting number(s) as shown on state unemployment tax return. » ______
€ If any part of wages subject to FUTA tax is not subject to state unemployment tax, check the box .

mn Computation of Taxable Wages and Credit Reduction (To be gy l“ pay
I

1 Total payments g exempl g th year for services of employees
2 Exempt payments. (Explain each exemption shown, attaching additional sheets if Ao
necessary. ) P
2
3 I'P'a%r'r\'e'rfl;‘;d:;d's‘efr;&i; ;u‘i‘riiz?é 'n}ﬂr";s 000. ‘E‘n’{e‘v‘&rﬁ;':i-’e’e’ic‘e'si’&ie’r’tﬁiz;ﬁlv;sé'i?—W
pai to ndhrdual emoloyaes no nc uding exempt amounts shown on ine 2. Do nof use | 4 198,983 @ Cate gory R ep ort.
4 Total exempt payments (add ines 2and 3) . . . . . o X
5 Total taxable wages (subtract ine 4 from fine 1), (If any part s exempt from state see » 53,035 [11 Restrict to memo
6 Additional tax resulting from credit reduction for unrepaid advances ta the states listed (by two-fetter Postal Service abbreviations). Enter the wages included on .
ine 5 above for each state and muttiply by the rate shown. (See the instructions.) matches: @P_
w L © OH_ x0l1= B oW . xOls ...
[CR") R @ P 012« _
7 Total credit recuction (add resulting amounts from lines 6(a) thraugh 6(e) and enter here and i Part I, line 2 or
Part I, line 4). > | 7] |
IR Tx Due or Refund (Campiote f you checked i ™ei bores i bth guestions A and B 34 i e chck e box G, sbove)
L FUTAtax, Multiply the wages in Part |, tine 5, by 008 and enterhere . . . . . . . . . . . . . . |1 b2k | 28
2 Enteramount from Part |, ine 7 . 2 -
3 Total FUTA tax (2dd lines 1and 2) 3 424 128
& Mimus: Total FUTA tax deposited for the year, inclucing any overpayment appled from a pior yesr (rom your records) | % 356 173
5 Balance due (subtract line 4 trom line 3). This should be $100 or less. Pay o IRS . . > |5 67155
5 Overpayment (subtract line 3 from line 4) Check i it i to be: || Applied to next return.or (] Refunded . » | €
Elui Tax Due or Refund (Complete it you checked the “Nc" box In either question A or B or you checked the box In C, above. Also complete Part V.)
Gross FUTA tax. Multiply the wages in Part line 5, by 062 . . . . . . . . . 1

Maximum credit. Multipty the wages in Part |, line 5, by .054 . A, ’L’—__
Enter the smaller of the amount in Part V., ine 11, or Part Il line 2 Lo 12 3

1
2
3
4 Enter amount from Part], ine 7 .
5
6
7

4
Credit allowable (subtractline 4 from ine 3). 1 zero o less, enter 0. 5
Total FUTA tax (subtract fine 5 from fine 1). ]
Minus: Total FUTA tax deposited for the year, including any Mevpaymem lpplled from a prior year (from your recnras) 7
8  Balance due (subtract line 7 from line 6). This should be $100 ar Im PaytolRS . - e L8
9 Overpayment (subtract line 6 from line 7). Check if it is to be: tied to nest return,or [ ] Refunded. . .» | 9
for. Unem loyment Tax (Do not include state liability.
Quarter Thied Fourth Total for Year
iability for quarter | 63.70 [ 200.27 | 92.76 | 67.55 L2y ,28

1t you wlil not have to file returns i the future, write “Fingl” hera (see general insto “Who Must Flle™) 2d sign the return.

Inger penaities of perury. | Geciare §at | have exammed this Jeturn, Inciuding sccompanying schedules and stater . and 10 the Dest of my knowledge and bebel. ( s true, corvect, ang
Zomplete. and that no part of any paythent made to a state unghnpioyment fund clamed 96 2 credit was of 10 be geducted from the p-ymcnu to employees.

e

G PR

; e
/ /

Transaction Report. Restrict to memo matches:
..@P_FUTADep.. Subtotal by quarter.

Figure 17-11. Form 940, FUTA Tax Return.
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rem 941

Employer’s Quarterly Federal Tax Return

Departmentofthe Traasury | YL > For Paperwork Reduction Act Notics, ses page 2.
Internal Revenue Service Please type or print
Your name,

[ Name (as distingurshed from trace name) Date quarter encded —

T

number, and Trace name.t ACME CORPORATION ... . -
calender ) " 921 MAIN STREET 90034682 =
retum. Address ndZPcoge TECRIA, IL 60612 P
(it not L _J v
please
changs.)
If address is 2 : HEBEBEBEE
different from 2

= Y &2 B E2 k2 K2 &1 B2 BB B B i

prior return,
Erecknere » [

If you are not liable for returns in the future, check here .
Complete for First Quarter Only
1a Number of {except in the pay period that includes March 12th
b If you are a subsidiary corporation AND your parent corporation files a consolidated For,
enter parent corporation empioyer identification number (EIN) . . » | 1b |
2 Total wages and tips subject to withholding, plus other compensation . .
3 Total income tax withheld from wages, tips, pensions, annuities, sick pay, gambling/

. » 7

Date final wages paid »

4 Adjustment of withheld income tax for preceding quarters of calendar year
S Adjusted total of income tax withheld e . e 15,452 |2k
6 Taxable social security wages paid . . A ____2§_1_9§0__3_ X14.3%(.143) . 5,288 [17
7a Taxable tips reported P e X7.15%(.0715).
b Tips deemed to be wages (see R ] X7.15%(.0715).
¢ Taxable hospital insurance wagespaid . . . . § | X2.9%(029). -
8 Total social security taxes (add lines 6, 7a, 7b, and 7¢) - . . 5,288 Ti7
9 Adjustment of social security taxes (see instructions for required explarmum) P 4 o
10  Adjusted total of social security taxes (see instructions) . . P 10 5, 288 (17
1 Backup withholding (see instructions) . L A . T Y
12 of backup tax for "3 quanevs ofcalendaryear . . . . . . . . :g
13 Adjusted total of backup withholding . . . P Lo
14 Totaitaxes (addlines 5, 10,an0 13) . . . FE Y BT 20,750 181

15 Advance earned income credit (€IC) payments, ni any . .

16 Net taxes {subtract line 15 from line 14). This must equal Iinc IV bolow (plus Ime IV o' Schedule A
(Form 941) if you have treated backup withholding as a separate iiability). . .

17 Total deposits for quarter, including overpayment applied from a prior quarter, from your records .

18 Balance due (subtract fine 17 from line 16). This should be less than $500. Payt0IRS . . . . P

19 Itline 17 is more than line 16, enter here > § and check if :

Applied to next return or L Refunded.

Record of Federal Tax Liability (Complete if line 16 is $500 or more.) See the instructions under rule 4 for details before checking these boxes.

Check only if you made eighth-monthly deposits using the 95% ruie » O checx only if you are a first time 3-banking-day depositor » [

Tax laiwirty (Do not shew Fesera tax deposits hers.)

Second month of quarter

Date wages pawt

First month of quarter Third month of quarter

1st through 3rd
4th through 7th
8th through 11th
12th through 15th
16th through 19th
20th through 22nd
23rd through 25th
26th through the last 7 21732 -Zf

Total liability for month | 1 6 10W 6,648, 8,182,651
o Total fovgumar (add lines 4, I, and HIF) . . » 20,740.41

Under —-un- o s of sy T Geciare that Thave examined s retorn. TG ScCompARy g SeRSdTEs 37 SAEReTts 398 10 ThE BEST oT Ty knowi2age ana bevel 1% e

P »M Forr Tl e W%m

® jo

2,467.29 2,716.56 3,187.55

x|o|nim|ojojw|>

zfojolz|X [~ |- |-

T
U
M
W
X
i

w33 o fon| s |
/ A

Transaction Report.
Restrict to memo
matches:
..@P_Gross..
Subtotal by Payes.
Then manually check
each employee’s
gross compensation
against the Social
Security cap.

@Category Report.
\ Restrict to memo
matches .@P_..

@Category Report.
Restrict to memo
matches: .@P_F..
Subtotal by the frequency
of your payrolls. Then
manually add the FICA
and FedWH @Categories
for each period.

A\

Figure 17-12. Form 941, Employer’s Quarterly Federal Tax Return.
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Appendix A:
Questions and Answers

I have a hard disk. How do | get the Billminder to show up when |
boot?

To activate the Billminder, reinstall Quicken as in Chapter 1.

How do | turn the Billminder off?

The AUTOEXEC.BAT file in the root directory of your hard disk controls
and activates the Billminder. To remove the Billminder, type the following
at a DOS prompt:

COPY C:\AUTOEXEC.BAK C:\AUTOEXEC.BAT

This restores your original AUTOEXEC.BAT file. If this does not work, use
your word processing program to retrieve your AUTOEXEC.BAT file (it’s
an ASCII file), and delete the BILLMIND line from it.

How do | enter a negative opening balance?

When you enter your starting balance, type a minus sign in front of the
dollar amount you enter.

How can | use Quicken on my hard disk and keep the data files on my
floppy?

Set up your bank account on a floppy disk by choosing New from the File
Menu, and selecting the [A:] or [B:] floppy drive from the list. If you
already have bank account transaction files on your hard disk (and they're
not too large to fit on a floppy!), choose Copy from the File Menu to copy
your transactions to the floppy. Then choose Open from the File Menu to
select the floppy disk drive and account. Later you can delete the transac-
tion file left on your hard disk.
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How do | move Quicken data that is on a floppy disk onto my hard
disk?

Choose Copy from the File Menu and copy the transaction data from the
floppy to a file on your hard disk.

Can | reprint a check after | have already printed it?

Yes. Display the Check Register and type an asterisk (*) in the Check
Number (NUM) column and record it. 1f the check has an address, display
the check on the Write Checks screen, and type the address on the check,
and then record it.

Why didn’t the address print on the check that | just reprinted?

Once you have told Quicken that all checks have printed correctly,
Quicken deletes the address information. Follow the instructions in the
immediately preceding question to reprint the check with its address.

Why won’t Quicken copy the payee hame into the address?

Be sure the cursor is in the top line of the address field. Also be sure that
the line is empty before typing ditto ().

| was printing and pressed the space bar to tell Quicken to pause.
Why did my printer keep on printing?

Your printer has a built-in “buffer” that stores up characters sent to it by
the computer and allows it to keep on printing even though Quicken has
told it to halt. If you want to stop printing immediately, turn your
printer’s power switch to off.

Why isn’t Quicken printing correctly on my printer?

If you are having problems aligning your checks, see pages 4-10, “Correct-
ing printing problems,” to match the problem with the correct solution.
For information about setting up your printer to print with Quicken, see
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How can | print reports on a laser printer?

Quicken can store six different page setups, so you can have one for
checks, one for reports, one for compressed reports, etc.

Important: when you type the following printer setups, remember that
0 =zero, O =uppercaseo, 1 =the number one, and 1 =lowercase L.

For printing reports: Set up Printer 1:

Name it “Reports”

Lines = 66

Columns = 80

Before: \27E\27&10e66£6D
After: \27E

Or, for compressed printing

Lines = 66

Columns =132

Before: \27E\27&10e66£6D\27 (s16.66H
After: \27E

Or, for landscape printing (sideways on page)

Lines = 45

Columns =176

Before: \27E\27&1100e45£f6D\279s16.66H
After: \27E

When printing my reports, the printing is too far to the left.

Choose Page Setup from the File Menu and change the left margin value.

Can | print checks with my laser printer?

Intuit supplies checks specifically for laser printers (or you can tear the
perforated strips from the sides of the checks and burst them into 3’s).

Note: Do not print a sample check to help align the checks. In a laser
printer, the checks will be aligned perfectly.

If your laser printer is not compatible with the HP, check your printer
manual for the correct control codes to achieve the settings above.

In the Printer Setup dialog box, press the on-screen Yes pushbutton at
Control Codes and type in the control codes.
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A4 .

If you have the HP Laserdet/LaserJet Plus/LaserJet Series 2:

Important: when you type the following printer setups, remember

that 0 =zero, O=uppercaseo, 1 =thenumberone, and 1 =
lowercase L.

For printing checks: Set up Printer 2:

Name it “Checks”

Lines = 66

Before: \27E\27&10e63£6D\27&a11700V
(for voucher checks replace center 63 with 42)

After printing on all HP printers:
\27E

When | do a report on @Categories, why do some transactions show
up while others don’t?

You probably were not consistent when you assigned transactions to
@Categories. Be sure each transaction has an @Category, and be sure you
type in the @ sign immediately before the word you want to use as an
@Category—for example, @Utilities.

How do I change a memorized item?

Choose Recall Transaction from the Quick Entry Menu, make the
changes, then rememorize it by choosing Memorize Transaction from the
Quick Entry Menu.

If | set up a Transaction Group, must | always pay every one of those
bills?

No. Quicken gives you complete control. After you execute the group,
you can delete or change any transaction.

When | am reconciling my bank statement, how do | enter new trans-
actions, and how do | teli Quicken that | have finished reconciling?

To add transactions, press [Ctrl]+[End] to go tothe end of the Check
Register; then type and record the transactions. Be sure to type an asterisk
(*) in the Cleared (C) column. To finish reconciling, press the on-screen
End Recon pushbutton. Quicken tells you if your account balances or not.
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Why am | unable to run other programs by choosing Run from the
File Menu? | get a message saying there is not enough memory.

When you choose Run from the File Menu, you do not actually exit
Quicken; Quicken remains in the computer’s memory—and other large
programs don't fit. Instead of choosing Run, exit Quicken and start the
other program.

What is a speedup file, and why does Quicken say that it is “recon-
structing speedup file” when | go into my account?

Quicken makes a special file that speeds access to different areas of your
account. You need to exit Quicken by choosing Exit from the File Menu.

If not, the speedup files are not saved and must be reconstructed each time.
To save your speedup files, always exit Quicken by choosing Exit from the
File Menu.
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Appendix B:
When Your Data Disk is Full

Quicken begins warning you when you are within approximately 50
transactions of filling up your data disk.

If you keep your data on a hard disk, this probably means that you will
have to delete some unneeded files from the disk.

Otherwise, or if you are keeping your data on a floppy disk, find a conven-
ient stopping point in your work and follow the steps below to create a
new copy of your account on a different disk, with the older transactions
condensed into a single “Balance Forward” entry.

1.

Open the account you want to copy by selecting Open from the File
Menu.

Choose Copy from the File Menu. Quicken displays the Copy Cur-
rent Account dialog box (Figure 13-4). The cursor is in the Copy
transactions from field.

Quicken defaults to the earliest date in the Check Register. However,
you may not always want to copy all the data from your account. For
example, you may not want to copy transactions from previous years.
If you want to change the date, type in the earliest date from which
you want Quicken to copy transactions.

Move the cursor to the to date field. You can move the cursor to a new
field by using or by clicking the field with the mouse. Type in
the latest date through which you want Quicken to copy transactions.
Quicken defaults to the last date there was a recorded transaction.

Check the Also copy prior uncleared transactions checkbox to tell
Quicken you want to copy uncleared transactions dated before the
from date. This is useful for easily reconciling the new account. In
general, you should leave this box checked. If you don’t want those
transactions copied, click or press the space bar on the checkbox to
uncheck it.
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6. Move the cursor to the Copy to field and type in a name for the copied
account. You must type in a different name for the copied account
name if the two accounts are in the same directory.

7. If you want Quicken to copy transactions to a different drive or
directory, type the drive letter, along with the new name. For example,
if you are copying CHECKING from drive [A:] to drive [B:], type in
B:CHECKING in the Copy to field. Quicken will copy the account to
the floppy in your {B:] drive.

8. When you are satisfied with your settings, press the on-screen OK
pushbutton. Quicken will copy the transactions selected.

See Appendix C for information on the number of transactions that fit on
different kinds of disks.
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Appendix C:
Technical Information

Hard Disk Information

Quicken is not copy protected, and has no special requirements for the
location of its program and data files, so you may install it on your hard
disk by simply copying all the files from the program disk into a directory
on your hard disk.

However, we recommend that you use the automatic hard disk install
procedure provided. Please see the instructions in Chapter 1 for Install
procedures.

The INSTALL program does four things for hard disk users:

1. Itcreates a subdirectory on your hard disk with the name that you
provide.

2. It copies the files from the Quicken disk(s) to the hard disk directory.

3. Itadds a new line to the end of your AUTOEXEC.BAT file containing
the command to run the BILLMIND program, which checks whether
you have any checks to print or Transaction Groups due.

4. It modifies or creates a file called CONFIG.SYS to set BUFFERS=10 and
FILES=10, if these parameters haven’t already been set.

The changes to CONFIG.SYS should improve the performance of your
system. The changes to your AUTOEXEC.BAT file allow Quicken to
remind you of bills that are due whenever you start up your computer. As
a precaution, the HARDDISK procedure does not destroy your original
AUTOEXEC.BAT. It renames it “AUTOEXEC.BAK.” To remove Billmin-
der, copy AUTOEXEC.BAK to AUTOEXEC.BAT. Or use your word
processor to remove the “Billmind” line from your AUTOEXEC.BAT file.

For a list of Billminder options, type BILLMIND at the DOS prompt.
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Capacity and memory usage

C-2

Quicken’s file structure permits a theoretical upper limit of 65,535 transac-
tions. In practice, however, memory restrictions limit the number of
transactions to a maximum of 40,000 to 50,000. A typical home user will
generate from 200 to 1000 transactions per year. Small business users will
typically have 300 to 3000 transactions per year.

A regular 5-1/4 inch floppy disk has room for about 3000 transactions. A
720K 3-1/2 inch disk will hold about 6000.

On a hard disk computer, the number of items you can work with depends
mainly on the amount of memory you have. Your memory must be shared
between DOS, Deskmate, and Quicken. The amount of memory required
by DOS, Deskmate, and a printer driver depends on the kind of machine
you have, as shown below:

Memory Deskmate Deskmate
Size in ROM not in ROM
384K 191K 280K
640K 199K 288K

Note: These amounts may vary slightly depending on the versionof DOS
and what kinds of system files you may be using.

Quicken requires a minimum of about 180K, plus 9K per transaction.
Thus, if you have a 640K machine without Deskmate in ROM, you will
have room for (640K-288K-180K) /9 or about 20,000 transactions. On a
348K machine with Deskmate in ROM, you will have room for (384K-
191K-180K) /9 or 1,500 transactions. Quicken will not run on a 384K ma-
chine without ROM.

The maximum number of memorized transactions and @Categories
depends on the memory you have. They share the same space, so the
fewer of one you have, the more of the other will fit.

Typical Maximum Numbers

PC’s RAM Memory  Memorized Trans. @Categories

640K, DM in ROM 350 1200
640K, DM not in ROM 225 800
384K, DM in ROM 90 300

The amount of RAM installed in your PC can also affect the length and
complexity of reports you are able to generate. If you request a long and
complex report, you may see a message indicating that you do not have
enough memory to generate the report. If so, try again with a narrower
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date range, or restrict the report to fewer transactions. Or subtotal so there
are fewer subtotals. If possible, unload any memory-resident programs
that may be occupying RAM. Alternatively, you may wish to add addi-
tional RAM to your PC.

When you use Quicken, it creates the following files:

In the directory where you keep Q. PDM:

Q.CNF Configuration/setup information.

In the work directory or directories where you keep your data:

Q.DIR List of account descriptions/check due dates.
<acctname>.QCH Data file (1 for each account).
<acctname>.QIX Index to data file (1 for each account).
<acctname>.QML Memorized List file (1 for each account).

Note: The index file (“speedup file”) is dispensable: if it is erased or
becomes unsynchronized with the data file (for example, if you turn off the
computer before leaving Quicken), Quicken automatically regenerates it
when it is needed.

Memorized list files are self-contained, so you can use the .QML file for
one account with a different account simply by copying the file.

Using Quicken on a Floppy System

If you want to reduce disk swapping, you can do so at the cost of limiting
the amount of space available for accounts.

Start by following the instructions in Chapter 1 to make a copy of your
Quicken program using the INSTALL procedure. Next, remove the
following files from the disk(s) created by the INSTALL procedure:

Q.HLP
unused printer drivers

The printer drivers are the files that begin with the prefix “DMPD.”

The extra disk space can now be used for your accounts.
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Appendix D:
Glossary

@Category A specific way of classifying your transactions so that Quicken
can produce reports on various aspects of your finances.

Account In Quicken, the term “account” refers to a bank account—
checking, money market, or savings.

Accounts payable Outstanding bills that are to be paid in the future.

Accounts receivable Outstanding invoices for which payment has not
been received.

ASCII American Standard Code for Information Interchange. Set of
standard character codes used by many computers. When you “print to
disk,” Quicken puts the data onto the disk in ASCII format so it can be
read by other programs.

Assets Things you own, such as cash, stocks, real estate, and furniture.

Backup A spare copy of a disk to be used in case of the accidental loss or
destruction of the original disk. Quicken will help you make a backup copy
of your data disk.

Balance The difference between payments and deposits in an account (or
the amount of money in your account). Quicken calculates your balance
each time you record a transaction and displays your balance on the Write
Checks and Check Register screens.

Bank account See Account.

Budget A report comparing planned income and expense with actual
income and expense.

Character Any letter, numeral, punctuation mark, or other symbol (such
as a dollar sign or asterisk) that a computer can read, write, and record.
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Characters per inch Also called “pitch.” The number of characters in an
inch. Most printers print at either 10 or 12 characters per inch.

Checkbox A box that indicates if a setting is active. An X in the box turns
the setting on, removing the X turns it off.

Cleared item Any transaction (payment or deposit) that has been proc-
essed by the bank. Cleared items appear on your monthly bank statement.
When you balance your account, you mark cleared items in the Cleared (C)
column of the Check Register.

Click Briefly depressing the left-hand button of the mouse once. Clicking
selects an object on screen or “presses” an on-screen graphic button. See
also Mouse.

Confirmations The messages that Quicken presents to be sure it knows
what you want, such as when you change an existing transaction.

Control codes Codes that can be sent to the printer to control various
aspects of printing, such as letter quality, draft, or pitch. Consult the
printer’s manual for its list of control codes.

Credit See Deposit.

Current balance The amount of money that is in a Quicken account as of
today. This balance does not reflect postdated items.

Cursor A small, blinking underline on the video monitor. The characters
you type appear just above the cursor.

Data disk A floppy disk that contains data. The data disk you use with
Quicken contains all the transactions you record in the Check Register and
in the Memorized Transactions List.

Debit See Payment.

Deposit Any transaction that is added to your account. Deposits include
interest earned and checks. Deposits are also called “credits.”

Dialog box A pop-up screen that requests informationfrom the user in
order to proceed. The box can contain simple Yes/No questions or re-
sponse fields that need to be filled in.

Directory A file created to organize the stored files on a disk.

Disk A flat, flexible platter coated with magnetic material, enclosed in a
protective envelope. A disk stores software programs and data. A disk is
also called a diskette or floppy disk.
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Disk drive A device that reads and records data on a disk. Typically
named by a letter such as drive A or C.

DOS Disk Operating System. A software program provided by your
computer manufacturer. It contains data that operates the computer
system and controls all access to data.

DOS filename The name given to a file of data that is stored on a disk.
The name can be up to eight characters long and can include letters,
numbers, and some special characters such as a hyphen.

DOS prompt A symbol on the screen that indicates the computer is ready
to receive instructions. Typically A>or C>.

Drag Depressing the left-hand mouse button and keeping it depressed
while you move the mouse.

Drive The mechanism that reads and writes data to and from the disk.
EGA Enhanced graphics adapter. A special kind of color monitor.

Ending balance 1) The amount of money in a Quicken account shown at
the end of the Check Register. The ending balance does include postdated
items. 2) The amount of money the bank had in your account on the last
day of the period covered by the statement.

Error message A note that appears on the screen to indicate a data-entry
or software problem and the solution.

Exact match Searching for transactions that exactly match a specific word
or phrase, no more, no less.

Floppy disk See Disk.

Format To prepare a disk to accept data.

Function keys The keys labeled F1 through F10 above or on the left of the
keyboard.

Group A set that contains one or more transactions. See also Transaction
Group.

Hard disk Special kind of disk drive that is faster and has much larger
storage capacity than a floppy disk.

Keyword match Searching for transactions that contain a particular word
or phrase.
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Liabilities Debts you owe, such as the amount you owe on credit cards
and loans on your house or automobile.

Memorized Transaction A transaction that Quicken has saved in a
special list called the Memorized Transaction List. Transactions on this list
can be revised. This is useful for transactions you enter on a recurring
basis, such as rent and utilities bills.

Memory The temporary storage area in the computer where programs
and data reside while the program is running.

Menu A list of available activities and corresponding numbers. To
perform an activity, type the number that corresponds to the activity.

Menu bar The section under the title bar which contains menu titles and
their corresponding function keys. Pressing these function key pushbut-
tons displays their corresponding menu options.

Message line An optional line that is printed on the check, but is not
recorded in the Check Register. For example, the message line is a conven-
ient way to get a credit card account number printed on the check.

Monitor A display screen that resembles a television. A monitor is also
called a video monitor, screen, cathode ray tube (CRT), or display.

Mouse Hand-operated pointing device that you move around the desk-
top. A graphic pointer on the computer screen follows the motion of the
mouse.

Net worth The amount remaining after liabilities are subtracted from
assets.

Overall total The amount remaining after payments are subtracted from
deposits. Quicken calculates and displays the overall or net total in many
reports.

Pathname A drive designator such as A: or C: or a drive and directory
specification such as C:\DESK or C:\PERSONAL\MYDATA.

Payment Transactions that are subtracted from your account. Payments
include service charges and automatic teller machine withdrawals. Pay-
ments are also called “debits.”

Petty cash A cash fund for small miscellaneous expenses.

Port The connector on the computer used to attach the cable from an
external device, such as a printer. Each port has a name. Quicken comes
adjusted to print to a parallel printer connected to Ipt1.
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Postdate To date a transaction with a date in the future. Postdating is
used to write a check that you intend to print and pay at a future date.

Print to disk Creates an ASCII file that you can read into your word
processing or other program.

Printer control codes See Control codes.
Prompt See DOS prompt.

Push button A screen element that, when pressed, causes some immediate
action or continues an action.

Reconcile See Balance.

Reconciliation Register A shortened version of the Quicken Check
Register, along with the Reconciliation Summary used while reconciling.

Record To save the check or transaction in the Check Register to become a
permanent part of your records.

Scroll bar Graphic object on screen that controls the portion of the
Check Register or the check that Quicken displays. By clicking the scroll
bar, you can move forward or backward through the Check Register or
unprinted checks.

Split To allocate a payment or deposit to more than one category or
payee. For example, to split a mortgage payment into interest, principal,
insurance, and taxes.

System A collection of interconnected hardware and software that
operates as a unit.

Title bar The top section of the screen that displays the date and time, the
DeskMate program you're using, and the file you're using with that
program.

Transaction Group A group of recurring transactions that the user pays
or adds to an account at the same time. An example could be the phone,
electric, and mortgage bills that all are paid at the beginning of each
month.

Uncleared item A transaction that has not been processed or cleared by
the bank.

Voucher checks A business check that has an attached voucher page that
allows room for more descriptive memos or itemized breakdown of the
payment.
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Write-protect tab A gummed label used to cover the notch in the side of a
disk envelope to prevent the computer from accidentally writing to and
erasing data from a disk.

Zero-amount transaction A split transaction with a zero dollar amount.
This is useful to assign amounts to @Categories without affecting the
balance in the checking account.
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Appendix E:
Other Intuit Products

Quicken Transfer Utility™

Quicken checks—convenient and competitively priced

Window Envelopes and Forms Savers™

The next few pages describe other Intuit products.

These products work integrally with Quicken. They complete your
Quicken system by providing extra convenience, flexibility, and power.

Look for more information enclosed in the Quicken package. Or choose
Order Supplies from the Activities Menu .

Quicken Transfer Utility™

Quicken transfer Utility provides custom Quicken reports and more.

Have a paper financial report you’d like Quicken to update for you every
month? Ever want a report that Quicken can’t give you? Want to combine
data from several Quicken bank accounts? Want to analyze your finances
using Lotus?

Now you can do all of these with the Quicken Transfer Utility. This
program transfers data from Quicken’s Check Register to spreadsheets in
Lotus 1-2-3, Symphony, or compatible programs. It consolidates Quicken
account data from several accounts into a Lotus spreadsheet as well.
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Custom reports

The Quicken Transfer Utility makes producing reports that meet your
exact needs fast and easy.

You set up any report format you want in a Lotus or compatible spread-
sheet. The Quicken Transfer Utility then reads your spreadsheet to learn
which cells you want filled in and with what data. It then retrieves the
needed data from Quicken. It fills in the right cells in your spreadsheet
and recalculates your spreadsheet, all in 5 to 10 seconds, without data
entry.

You have total control over the report. You select which @Categories,
which payees, which memos, and which dates are displayed. You select
exactly where each is displayed. Use logical OR to combine different kinds
of transactions (“display here any utilities, phone, or repair expenses”).
Use logical AND to show intersections (“display here only expenses that
are for subcontractors, for client 232, and for March”).

You can even spread individual transactions while retaining transaction
detail. For example, if you set up @Categories for your chart of accounts,
the Quicken Transfer Utility can spread each transaction to an account in a
format similar to that used in One-Write accounting systems.

Ideal for custom profit and loss statements, job and client costing, custom
budgets with subcategories, and much more.

Export to Lotus

The Quicken Transfer Utility also exports Quicken Check Register data
directly into 1-2-3 and Symphony spreadsheets. Transactions appear one
per line in standard Lotus data base format.

. In just 5 to 10 seconds your financial records are ready for Lotus’s power-
ful sorting, reporting, and analysis.
Consolidating accounts

The Quicken Transfer Utility will also combine data from any number of
Quicken bank accounts into one spreadsheet. It’s great for consolidating
your finances into one report.
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Memory-resident option

The Quicken Transfer Utility can be “memory resident,” like Sidekick®, if
you want.

In memory-resident mode, the Quicken Transfer Utility waits in the
background out of the way. Then when you need it, just push one “hot
key” and zap, it’s ready to use. So you can transfer without leaving or
reloading Lotus and without waiting.

Compatibility

Requires Lotus 1-2-3 release 1A or higher, Symphony release 1.0 or higher,
or compatible spreadsheet program such as SuperCalc4® or VP Planner®.
Runs on any computer that runs these spreadsheets.

Try it FREE for 30 days

If you're not completely satisfied, return the Quicken Transfer Utility for a
full, no-questions-asked refund. Call today. Call 800-624-8742 (in Califor-
nia call 800-468-8481). Or use the order form enclosed in the Quicken
package. If you need more order forms, Quicken will print them for you.
Choose Order Supplies from the Activities Menu.

Quicken checks—convenient and competitively priced

Quicken checks save time and clerical work every month. And they’'re
easy to load in any printer, thanks to Quicken’s patented self-alignment
system and Forms Saver. By the second or third session, you'll be
loading your printer quickly—even if you don’t find it easy to load your
printer today. ’

Bank-approved and universally compatible

Quicken checks are approved by banks, savings and loans, credit unions,
and brokers across the U.S. and Canada; you don't need permission from
your bank to use Quicken checks. They are accepted everywhere your
checks are accepted now. We guarantee it, or we'll refund your money.
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Quicken checks are continuous form, so they fit all printers. This includes
all letter quality printers, and all tractor-feed and friction-feed printers;
they also work very well on laser printers. Only Quicken checks are
designed to fit Quicken.

Wide selection

You have a full range of check choices:

e Regular, voucher, or laser-printer checks. Voucher checks give you a
check-sized voucher for invoice or payroll information.

e Multiple colors.
e Free standard logos or your own custom logo (optional).

*  One-part, two-part, or three-part checks. Two- and three-part checks
give you carbonless copies of each check.

e Quantities from 250 to 50,000 or more.
See the samples enclosed in the Quicken package.

Of course, Quicken checks are custom printed with all the information
included on your current checks. This includes your name, address, and
any other information printed on your current checks. They have all
required bank information including the bank numbers, name, and branch.

Low prices
We've worked hard to make our prices low.

So don’t waste another day writing checks by hand. Order today and
Quicken checks will be in your hands within three weeks.

How to order checks

Use the order form enclosed in the Quicken package. If you need more
order forms, Quicken will print them for you. Select Order Supplies from
the Activities Menu.

Call if you need any information about checks. Call 800-624-8742 (in
California call 800-468-8481).
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Window Envelopes and Forms Savers™ make
paying bills even more convenient

Quicken Window Envelopes

Window envelopes save even more time by eliminating addressing of
envelopes. All you do is sign the check, drop it in the envelope, and you're
done.

Each envelope has two windows. One shows the mailing address; the
other shows the return address printed on the check.

Quicken window envelopes are the only ones designed to be 100% com-
patible with Quicken checks. They show the addresses clearly but hide the
rest of the check.

Quicken Forms Savers

Some printers cannot print on the first check loaded in the printer. Simply
attach a Forms Saver to your checks before loading them into your printer,
and you’ll never waste another check. The Forms Saver safely guides the
checks through, enabling the printer to print on the first check and elimi-
nating wasted checks. Each Forms Saver can be reused up to 50 times.
Forms Savers work with any other form or plain paper, too.

How to order Window Envelopes and Forms Savers

For fastest service, call today. Call 800-624-8742 (in California call 800-468-
8481). Or use the order form enclosed in the Quicken package. If you need
more order forms, Quicken will print them for you. Choose Order
Supplies from the Activities Menu.
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As a Quicken owner, you're eligible
for special offers from Intuit. You'll
be using these four attached cou-
pons as your proof of ownership of
Quicken Version 2 / DeskMate™.
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(1,2, 3, or 4) required.
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coupon's reverse side. [ﬁ
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Quicken Version 2 / DeskMate™
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Quicken is truly easy-to-use software that automates routine financial tasks for homes and small businesses.

Quicken is vastly faster than working by hand, and gives you financial organization you cannot get by hand. Compared to other financial software, Quicken is

far faster and more flexible. With Quicken, you can forget financial hassles.

Check Writing

Quicken remembers the bills you pay, prints checks to pay them, and
instantly updates your check register and balance automatically. Quicken
will batch payments and deposits you regularly make together, and print
checks for all of them in one step. Quicken even reminds you when

you have bills to pay: And Quicken rapidly reconciles your records to your
bank statement.

Tax Recordkeeping

Quicken automatically keeps track of your tax-related transactions. At
tax time, Qluicken gives you itemized reports by tax category so you can
quickly complete Schedules A, B, C, & E, and Forms 1040, 2106, 1099,
940,941, W-2 and W-3, and Canadian tax forms.

Financial Reporting

Quicken will organize your checking, money market, and savings
accounts, along with your cash and credit card accounts in no time.
Detailed reports give you instant access to the information you need to
stay on top of your finances: expense reports, profit and loss statements,
acomplete reconciliation report, and much more. Quicken's flexible
reporting ability can sort and subtotal by payee, expense category, or
date s0 you can tailor each report to meet your needs.

Budgeting

Quicken tracks income and expenses, and creates budget reports auto-
matically. Like all Quicken reports, budget reports can cover any time
period you want—from daily to multi-year.

Cash Management

Quicken schedules your payments so you earn more interest on your
money. You can geta cash flow forecast report showing your cash position
for weeks into the future.

Easy-to-Use

Quicken is truly easy. Easy because it doesn't force you to change your
habits. Quicken works just like the paper checkbook you use now. There's
no accounting jargon to learn. No “debits” or “credits.’

Quicken uses the graphic DeskMate user interface. This speeds learning of
Quicken since Quicken works like other DeskMate programs. And, for
computers equipped with a mouse, DeskMate adds ‘point and click’ ease.

Great Reviews
“It's more than good—it's indispensable. Home and small business
checking software used to be too expensive, too hard to use, and too rigid,
and it took too long to use. Quicken has changed all that”'
Ken Landis, A+ Mﬂﬂll‘ll
“Many (financial) products promise more than they deliver or deliver
only after a great deal of labor. Quicken is a wonderful exception. ... | can't
seem to say enough good things about this program’’
Richard Katz, UCLA PC Users Newsletter
“Absolutely the best small accounting program made’
Bob Schwabach, Universal Press Syndicate

Quicken for Business
Quicken has special features for businesses. The manual has separate
chapters for business users covering;

® payables

® receivables

¢ cash flow forecasting

® payroll

® job, client, and property bookkeeping

® petty cash control
(Quicken is used by accountants, doctors, consultants, property managers,
service firms, non-profit organizations, and many other businesses.

Additional Features

# Splits transactions up to 15 ways

e |nstantly finds any transaction by date, check number, amount, payee,
or memo

 Unlimited number of transactions (limited only by disk capacity)

o Dollar amounts to $9,999,999,99

® Prints regular checks and voucher checks (ideal for payroll)

o Automatic reconciliation feature pinpoints and fixes errors

e Automatic setup, data saving, and data backup

e Exports data and reports in ASCII. Also exports in Lotus™ 1-2-3%
Symphony" format with optional Transfer Utility (see details inside)

 Automatically addresses checks for mailing in window envelopes

 Extensive help screens

o |llustrated, easy-to-read manual shows dozens of sample uses

® Free customer support at (415) 322-0590

Hardware Compatibility

Tandy 1000 SL with 384K RAM or IBM (PC, XT, AT, PS/2), Tandy, and
compatible computers with 512K RAM, DOS 2.11 or higher, one or more
3%"or 5%" floppy disk drives or hard disk.Works with all monitors
(monochrome monitors require a Hercules or compatible graphics card),
Works with all printers including laser printers. Mouse is optional.

TANDY®

FOR

cat. No. 25-1246
PC-Compatible

HOW
RS 512K RAM or Tandy 1000SL

Cuality Software Sold by Rado Shack
A Diwision of Tandy Corp., Ft. Worth, TX 76102

= Not Copy Protected

= Checks accepted by all hanks, S&Ls,and
credit unions In the U.S. and Canada. Order
form enclosed

“Intuit

66 Willow Place
Menlo Park, CA 94025

—— IINEARTINE

7522A 25-124k



(J[] New Users
(1 ] Important Information

DeskMate messages and what they mean

Installing Quicken from the DeskMate Desktop

Information for Tandy 1000SL and 1000TL computers

This supplement contains important information not contained in the
Quicken User's Manual. Take a moment to glance it over before you
begin using Quicken and DeskMate. In particular, the first section of
this supplement describes several common DeskMate messages, with an
explanation of what they mean and what to do about them. The next
section gives more detailed instructions than the manual contains for
installing Quicken from the DeskMate Desktop. And the last section
contains information specific to Tandy 1000SL and 1000TL users.

A reminder: Quicken comes on two 5 1/4-disks and one 3 1/2-inch disk.
The 3 1/2-inch Quicken disk contains all the information for both
Program Disk 1 and Program Disk 2 and should be used when prompted
for either of those disks.

DeskMate messages and what they mean

Some of the messages you may see while running Quicken are not
displayed by Quicken, but come from the DeskMate system itself. If
you are an experienced DeskMate user, these messages may be familiar
to you, but if you are new to DeskMate you will find this summary
helpful. Most of these messages appear in a dialog box similar to the
one shown in Figure 1.

Messages

"Could not find new application on floppy disk"

This message can appear when you install Quicken from the DeskMate
Desktop. Follow the instructions on "Installing Quicken from the
DeskMate Desktop” in the next section if you get this message.

"Unable to locate file DMSETUP.ACC"

This file is the DeskMate setup program. It is located on one of your
DeskMate disks, or, if you don't have DeskMate, a copy of the file is on
Quicken Program Disk 2. Insert Quicken Program Disk 2 and press
Enter.



File Not Found

Unable to locate file DMSETUP.ACC
Press Enter to seanch entire system,
or Esc to cancel system seanch.

Figure 1. Typical DeskMate message.

"Unable to locate file DESKTOP.PDM"

This file is the program that displays the DeskMate Desktop. Insert the
disk you started DeskMate with (labeled "DeskMate--Desk.exe, Video
Drivers") and press Enter.

"Unable to locate file DMCSR.CFG"

This file contains DeskMate configuration information, such as your
mouse and printer settings, and is located on the disk you started
DeskMate with. Insert that disk and press Enter. If you do not have
DeskMate, insert your Quicken Working Disk 1 and press Enter.

"Unable to locate file Q.PDM"

This file is the Quicken program file. Insert Quicken Program Disk 1
in drive A and press Enter. If you have installed Quicken onto your
hard disk and get this message, it is because Quicken is not in the
current directory when you try to start Quicken. Press Esc twice to
return to the DeskMate Desktop. Then change the current directory to
where Quicken is by choosing Change from the Directory Menu.
Then restart Quicken as before.

"DeskMate product already running”™

This message appears if you try to start Quicken from the DeskMate
Desktop with Quicken Program Disk 2 in the drive. If you have already
installed Quicken, insert your Quicken Working Disk 1 in drive A and
then restart Quicken. If you have not yet installed Quicken, follow the
instructions on "Installing Quicken from the DeskMate Desktop" in the
next section. (Even if you don't have a hard disk you need to install
Quicken.)




"Unable to locate file DMVDQ.RES"

This message appears only after exiting Quicken improperly, such as if
the power fails while you are in Quicken. If you get this message, press
Esc twice to exit from DeskMate. Insert Quicken Program Disk 2 and
at the DOS prompt (usually, A> or C>), type A:QVID AUTO and
press the Enter key. Now start DeskMate as usual.

"Unable to locate file DMVDT16.RRS"

This message is displayed on Tandy 1000SL or 1000TL computers if
you attempt to run Quicken from the DOS prompt (usually, A> or C>)
instead of from the DeskMate Desktop. See the section on "Information
for Tandy 1000SL and 1000TL computers” at the end of this supplement
for more information.

Installing Quicken from the DeskMate Desktop

If you have trouble installing Quicken from the De

following the directions on pages 1-3 and 1-4 of the Quicken User's
Manual, here are more detailed instructions. It is important that you
follow these steps precisely.

NOTE: Follow these instructions only if you have DeskMate software
from Tandy. If you don't, follow the instructions on of the
Quicken User's Manual.

1. If there are Quicken disks in any of your floppy disk drives, remove
them. Then restart your computer by turning the power off and back
on again,

2. Start DeskMate as usual (on some models of Tandy computers
restarting your computer also restarts DeskMate automatically).

3. At the DeskMate Desktop, select Change from the Directory
Menu. The Change Directory dialog box appears. Type A:\in
the Path field and press Enter. [If the message "Critical Error"
appears, it's because you did not type a backslash (\) after the A:.
Press Esc to cancel the message and then repeat this step.]

4. After the drive access light on drive A goes off, insert the original
Quicken Program Disk 1 in drive A. Select Install from the
Desktop Menu.

5. If the message "Could not find new application on floppy disk"
appears, press Enter. Then select Run from the File Menu. The
Run File dialog box appears. Type INSTALL in the Program
field and press Enter. Follow the directions that appear on the
screen for installing Quicken onto floppies or onto a hard disk.



OR

If the Display Menu dialog box appears, select a size and shape for
the Quicken display menu and press Enter. You'll then select a
location for the menu on the Desktop using the arrow keys or your
mouse. When the menu is positioned where you want it, press
Enter. (If your Desktop has no room for another display menu,
Install will skip this step. If you later have room and want to add a
Quicken display menu, select Display from the Desktop Menu.
You don't need to install Quicken again.)

6. In a few seconds Quicken's Install program will begin. Follow the
on-screen instructions to install Quicken onto floppy disks or onto
your hard disk. Note that if you cancel Install before completing,
you will need to restart Install beginning with step 1 above.

7. If you have installed Quicken onto your hard disk in a directory other
than the directory DeskMate is in, you should set Quicken's start-up
directory. To set Quicken's start-up directory:

o At the Desktop, select Redefine from the Desktop Menu. The
Redefine Menu list box will appear.

¢ Select QUICKEN and press Enter. The Redefine Menu dialog
box will appear.

o In the Start-up directory field type the directory in which
Quicken was installed. Then press Enter.

Information for Tandy 1000SL and 1000TL
computers

Tandy 1000SL and Tandy 1000TL computers come with DeskMate and
the DeskMate Desktop built in. To install or run Quicken on these
computers you must be at the DeskMate Desktop which you can do by
either restarting your computer by turning the power off and back on
again, or, at the DOS prompt (usually A> or C>), by typing C:DESK
and pressing Enter. (See the previous section on "Installing Quicken
from the DeskMate Desktop.")

Special note to Tandy 1000SL users: Depending on your computer's
memory and video configuration, the Run option on Quicken's File
Menu may or may not be supported. If Run is not supported, it will -
always be grayed out when you display Quicken's File Menu.

3355A



TIPS & TECHNIQUES

To get started please read Chapter 1. If you are installing Quicken from the DeskMate Desktop,
follow the detailed step-by-step instructions on pages 1-3 through 1-5. If you are installing
Quicken alone from DOS, instructions can be found on

On-screen pushbuttons, like the OK or Cancel pushbuttons, can be “pressed” by clicking on the
pushbutton with the mouse. Or, if you are a keyboard user, (e ) to move the cursor to the push-
button and press the (sear).

(»)is the Help key. Whenever you have a question, press(r1) for on-screen tips and instructions.

Pulldown menus, like the File Menu, can be opened with the mouse by clicking on the menu
button. Once the menu is opened, continue to hold down the mouse button and drag the pointer to
the menu option you wish to use. If you are using the keyboard, press the function key to open the
menu, like the (r2) for the File Menu. Once the menu is open, use (1) and (1] to highlight the menu
option you wish to use and then press (ewes). For more information, see chapters 1 and 2.

Use the Check Register to add transactions not involving printed checks to your Quicken account,
such as ATM withdrawals, deposits, and checks written by hand. For more information on the
Check Register, see Chapter 5.

Move rapidly through the Check Register by pressing + (Pa), + , ,or :
You can also click on the scroll bar or drag the elevator to quickly get to the location you want to in
the Check Register. For more information on the Check Register, see Chapter 5.

Select a different bank account to use by choosing Open from the File Menu. Quicken will
display the Select Bank Account to Open dialog box. Highlight the name of the account you want
to select by clicking on it with the mouse or by using (1) and (1) and then pressing (ere). For more
information on accounts, see Chapter 13.

Select a different data disk, directory, or drive by choosing Open from the File Menu. Quicken
will display the Select Bank Account to Open dialog box (just like selecting a different bank
account). Use (1) and (1) or click with the mouse to highlight the name of the drive or directory
you wish to use and press . If the account you want to use is not listed, select [A:], [B:], or [..]
to have Quicken search a different drive or directory. Now select the desired bank account, as
described above. For more information on changing disks or directories, see Chapter 13.

Recurring transactions (like rent and car payments), can be memorized and recalled to save you
time. Type the transaction at the Write Checks screen or in the Check Register, just as you would
any transaction. Once the transaction is filled out, choose Memorize Transaction from the Quick
Entry Menu, or press + (] to memorize the transaction. The next time you pay the bill or
enter the deposit, type the first few letters of the payee and choose Recall Transaction from the
Quick Entry Menu, or press +(7). Quicken will display its Memorized Transactions List,
with the highlight bar on the transaction that starts with the letters you typed. If you are not at the
transaction you want, use (1) and (1) or click with the mouse to highlight the name of the transac-
tion you want to use. Press and the transaction will automatically be entered for you. For
more information on memorized transactions, see Chapter 6.

@Categories are designed to make reporting easier. To categorize income and expenses, type an @
sign right before any category name you want in the Memo field, for example, @utilities or @1001.
For more information on @Categories, see Chapter 8.



Accelerator keys give you quick access to many menu commands and pushbuttons. An accelera-
tor key is typically a or key combination. To use accelerator keys, hold down or
while you press the other key indicated. For example, pressing +(w)will get you to the
Write Checks screen from the Check Register or Reports screens without having to pulldown the
Activities Menu.

Changing date or check numbers is easy; place the cursor anywhere in the Date field or in the
Num column and press (+] or (=) to increase or decrease the numbers. For more information, see
chapters 3 and 5.

Save time typing an address by typing a quote (“ or ) in the first address line of a check. Quicken
will copy the payee to the top line of the address. For more information on writing checks, see
Chapter 3.

Reviewing checks that have been written, but not yet printed is easy. At the Write Checks screen,
click on the scroll bar with the mouse to flip through the checks. Or, press or to move
back or forward one check at a time. Press + to go back to the blank check. You can
change or delete any of the checks while you review them. For more information on checks, see
Chapter 3.

Reprinting a check (even after you've told Quicken it printed correctly) can be done by locating
the transaction in the Check Register and changing the check number in the Num column to *****,
Quicken recognizes any transaction in the Check Register with ***** in the Num column as a check
waiting to be printed. For more information on printing checks, see Chapter 4.

Finding items in the Check Register can be done by choosing Find from the Search Menu, or by
pressing +(¢). For more information on the Find feature, see Chapter 5.

Limiting reports to specific type of transactions can be done at the Create Report dialog box. For
example, to create a report based only on transactions with the word “tax” in the Memo field, type
.tax.. in the memo matches field of the Create Report dialog box. For a report listing all items
which don’t have @Categories, type ~..@.. in the memo matches field of the Create Report dialog
box. For more information on Reports, see Chapter 11.

Post-dated checks can be individually selected for printing. Go to the Check Register and change
the date of the post-dated check you want to print to today’s date. Now the check is ready to print.
For more information on post-dated checks, see Chapter 10.

Additional memo information can be added to your checks by choosing Split Transaction from
the Edit Menu, or by pressing + (). Once the split has been opened, type your comments in
the Memo column. When you are done, press the on-screen OK pushbutton. For more informa-
tion on splitting transactions, see Chapter 9.

The Billminder™ can be changed if Quicken is reminding you too early or too late about upcom-

ing bills to pay. Choose Other Settings from the File Menu. Quicken will display the Other
Settings dialog box. For more information on The Billminder, see Chapter 10.
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CUSTOM QUICKEN REPORTS

AND MORE. $19.95

Have a paper financial report you'd like Quicken
to update for you every month? Ever wanta
report that Quicken can't give you? Want to
combine data from several Quicken bank ac-
counts? Want to analyze your finances using
Lotus?

Now do all of these with the Quicken Transfer
Utility. The Utility transfers data from O%Cken’s
Check Register to s&readsheets in Lotus

1-2-3% Symphony™ or compatible programs. It
consolidates data from different Quicken
accounts into a single Lotus spreadsheet, too.

Custom Reports

The Transter Utility uses new technology to
produce totally customized reports. It actually
learns your spreadsheets to produce custom
reports in seconds without typing.

That's right. You set up the report format you
want in a Lotus or compatible spreadsheet. The
Transfer Utility then reads your spreadsheet to
learn which cells you want filled in and with
what data. It then retrieves the needed data from
Quicken and fills in the right cells on your
spreadsheet. Allin 5 to 10 seconds, without
data entry.

Now you can produce custom expense reports,
Profit & Loss statements, job and client costing,
custom budgets with subcategories, and much
more. You tailor the fayout to your needs.

You have total control over the report. You
select which @Catgories, which payees, which
memos, and which dates are displayed. You
select exactly where each is displayed. Use
logical OR to combine different kinds of transac-
tions (“display here any utilities, phone, or repair
expenses”). Use logical AND to show intersec-
tions (“display here only expenses that are for
subcontractors, for client 232, and for March”).

Export to Lotus

The Transfer Utility also exports Quicken Check
Register data directly into 1-2-3 and Symphony
spreadsheets. Transactions appear one per ling
in standard Lotus data base format.

The Utility will also produce a “spread” report,
like one-write systems. It shows each transac-
tion and how it spreads into each incame/
expense category. Fach transaction appears in
its own row and each income/expense category
appears in its own column.

In just 5 to 10 seconds your financial records are
ready for Lotus's powerful sorting, reporting, and
analysis.

Consolidating Accounts

The Utility will also combine data from any
number of Quicken bank accounts into one
Lotus spreadsheet. Great for consolidating your
finances into one report.

Memory Resident Option

The Transfer Utility can be "memory resident,”
like Sidekick™ if you want. This special option
is included free.

in memary resident mode, the Transfer Utility
waits in the background out of the way. Then
when you need it, just push one “hot key” and
zap, it's ready to use. So you can transfer
without leaving or reloading Lotus and without
waiting.

Only $19.95

Try It Free For 30 Days
If you're not completely satisfied, return it for a
full, no-questions-asked refund.

Call today. Call 800-624-8742 (In CA call 800-
468-8481). Or use the order form enclosed in
the Quicken package. If you need more order
forms, Quicken will print them for you. Select
Order Supplies from the Activities menu in
Write Checks.

Compatibility

Requires Lotus 1-2-3 release 1A or higher, Sym-
phony release 1.0 or higher, or compatible
spreadsheet program such as SuperCaic4 or VP
Planner. Runs on any computer that runs these
spreadsheets.



NOW, EASE TAX PREPARATION HASSLES WITH
QUICKEN'S LINK TO LEADING TAX SOFTWARE

For 1989 (tax year 1988), both J.K.
Lasser Your Income Tax™ and
TurboTax® link with Quicken® IBM
Version 2.0 to make tax preparation
easier and more accurate. These tax
software programs transfer tax informa-
tion from your Quicken records to the
tax forms.

You don't need anything extra to take
advantage of this new link with
Quicken. Just one of these leading tax
software programs and Quicken IBM
Version 2.0 contained in this package.
Instructions on how to transfer data is
included in the user's manual of the tax
software products.

With this link you'll have one of the
gasiest tax seasons ever. Both J K.
Lasser Your Income Tax and
TurboTax are highly regarded,
popular tax preparation software.
They've proven their ability to make
fax preparation easier, more organized,
and less frustration.

The link with Quicken means:

You can quickly complete tax
forms from your Quicken records.
This link atlows you to transfer tax
related category totals from your
Quicken records to tax forms.

You can accurately complete tax
forms from your Quicken records.
This link assures that category
totals are accurately transferred to
tax forms with no chance of
mis-typing.

This tax link is yet another way we
continue to strive to end financial
hassles for our users.



QUICKEN® CUSTOMER SUGGESTION CARD

Name:

Address:

City, State, Zip:

Daytime Phone Number: ( )

Machine Type: [ | Tandy [_] IBM [] Version:

Suggestions:

*If you are mailing this card from outside the U.S., please send it in an envelope with proper postage to assure delivery.
DeskMate 2
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INTUIT SUPPLIES CATALOG
Winter 1990

Everything you need
to cut bill paying
time in half!

Prices good
7 through 11/30/90



7
Qll _Ic ke_n Save Even More Time With Intuit Supplies

Dear Quicken User:
Congratulations on your choice of Quicken, the world's best selling financial software!

Quicken is the perfect tool for saving time and effort on routine financial tasks. To take full
advantage of Quicken's time savings capability, you'll want checks that work with Quicken and your
computer.

Having Quicken print checks saves you the time and drudgery of handwriting them plus gives your
checks a professional image. After all, you wouldn't use a word processor to edit a letter and then
hand write it rather than print it out, would you?

If you're wondering if it's "okay" to order your checks from someone other than your bank, the
answer is definitely yes! You may order your checks anywhere you like. Intuit checks meet or
exceed banking standards, are pre-approved for all American and Canadian banks, and are printed
by a leading computer check printer that banks also use.

By ordering through Intuit you always get checks that work perfectly with Quicken. Our checks will
work with your printer and will be accepted by your bank (see our 3-Point Guarantee below).

We recognize how important your order for checks is. We triple check all orders for accuracy,
provide fast, no hassle service, and guarantee satisfaction.

Order your checks today so you can take full advantage of Quicken.

Sincerely

W\ /7 6*76477\_

John Monson
' for Intuit

INTUIT'S 3- POINT GUARANTEE

We guarantee that:

1. Your bank will accept your Quicken checks.

2. Quicken checks will work with your printer.

3. You must be satisfied with your supplies order.

If any of the above conditions are not met, please call us right away.
We will replace your order, or refund your money, at your option.
Call the appropriate number below.

Check Order Questions 1-800-624-8742
Printer Questions and Technical Support  1-415-322-0590




THE LOOK OF PRESTIGE

Prestige checks reflect a professional image every time you send a check.
Classically styled with traditional touches, they add elegance to all aspects of
your financial affairs. Prestige checks are specifically designed to complement
your Quicken Software, and to fit Intuit window evelopes. Available in standard
business size (3-1/2" by 8-1/2"), in two distinctive styles:

Prestige Antique:

traditional styling with subtle,

parchment back-

ground. Standard

one-part checks only.

Prestige Professional:

Grey accented with top

and bottom pinstripes of

blue, green, or maroon.

Available both in standard

one-part, or two-part -
to provide a copy u‘g,“‘:‘.‘.‘k‘.,‘:{ﬂ-. '
for your records.

(Also available in 7"

by 8-1/2" payroll-

voucher format.)

,an

Imprint Prestige
checks with your
logo to further
enhance your image.

i e : :
Choose any of these three distinctive accent colors for your stripes:

[Erdhicah S g
Blue Green Maroon

Item 3 | 1000
Antique* 457 %42 95 $79.95
1-Part ' il
Prestige* |
Professional 865 $42 95 ) $79.95

F_’avrullﬂruucher‘ I |
Professional ( 3¢ $59.95 $80.95 $125.95
1-Part [
PayrollNoucher®
Professional aree 573 N/A §76.95 $200.95
2-Part




Standard

$55.95 | $75.95

Plandaid
2-Part

Standard

3-Part T $84.95 [$124.95[8199.95

$69.95 | $99.95

Payroll/Voucher'| Blue
4 1-Part Green

$56.85 | 576.95 $119.95]¢

Payroll/Voucher'| Blue

oo $73.95 [$114.95 $194.95]

, .
PopralifNoucher’t Bue $142.955249.95

L
i s 1WA Ll
R

ltem ). 1000 | 2000

?g;llﬁuuuher‘ i $89.95

1
S?Jﬁ"”““““" 95 | $149.95 | $279.95

$140.05

Standard®

$75.05 | $112.95 [&




Quicken QuickChecks!

Free Express Shipping of Your Checks

Order our QuickChecks Kit, and we'll include free express
shipping of our checks. Checks are rushed to you so you can
stop handwriting checks fast. Plus you'll get 500 window en-
velopes that will eliminate the need for addressing.

Itincludes our most popularitems: 500 1-part blue checks and
500 envelopes. You can choose either standard ($92.90) or
wallet size ($83.90).

See inside order form on how to order our QuickChecks Kit.

5 EASY STEPS TO ORDER CHECKS

Please read this before filling out the Order Form. If you have additional questions, call
1-800-624-8742

1
Write in the part number

for the check style and rite in the quantity of
color, checks desired.

the account number next to the part number so
that we know which style, quantity and color
goes with which check order,

/

[Elloroer e roLomiG Tems) / CHECK ORDERS ONLY

oo/ o[ 9] u, [i=
o Purho. | Quatty | Acoorto.| Cheobo. | Mom Cusom | (Macenl) | Amount
Tl | #7500 f,ﬁ_ X 32.94
/ X
/ \

Write in the check number you wish printed
on the first check. If no starting number is

ordering more than one set of checks, write ij

Indicate whether or not you want a logo printed
on your check, See back panel of Order Form

Indicated, 1001 will be used. :
for details on ordering logos. If you are using the

Macintosh version of Quicken, you can order
checks without your name and address printed
on them and have Quicken add custom versions
of your name and address during check printing.

JQuicken
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For Check or Deposit Slips Orders:

orders).

Sheet" which can be used to print your order.

READ THIS FIRST

Check Orders: For each check order, enclose an actual check from the checking account with VOID written on it (deposit slips are not included with check

Deposit Slip Orders: For each deposit slip order, enclose an actual deposit slip from the checking account (a check on the account cannot be
substituted for the deposit slip). We will print your checks or deposit slips with the same name, address, and bank information as on the check or deposit slip
you provide. You may make changes to this information by CLEARLY writing in changes. If no changes are made, we will print EXACTLY the same name,
address, and bank information as submitted. If you do not have the needed check or deposit slip, your bank will gladly provide you with a "MICR Specification

Quicken j8

[El orpERED BY
Name

Address

City/State/Zip

Phone Number

Computer Type: [ ] IBM* [ ] Apple I" [ 1 Macintosh®
| use Quicken for: [ ] Home Use [ ] Business Use [ ] Both

QuickChecks Offer

YES! 1 would like to make my
bill paying faster and easier.

The Quicken QuickChecks Kit includes 500 1-part blue
checks and 500 envelopes. Choose from either the

PAYMENT INFORMATION

standard size or the wallet size checks.

[p] VISA

e M[ﬁ n]e Mﬁéﬁﬁiﬂom - }a g Iea{g?r‘;ituc?tr)‘ Express  |Qcogs To order QuickChecks simply complete sections 1 &2 on
¢ the order form then fill in the amount on section 3 for the
Credit Card Number QuickChecks Kit you select. Be sure to include a sample
Eskiinion Dato check for each kit ordered. Allow 2 weeks for delivery.
P Checks and envelopes are sent separately.
Name on Credit Card No substitutions.
Cardhoider Signature Catalog prices good through 11/30/90
ﬂPLEASE ORDER THE FOLLOWING CHECK ORDERS ONLY
Logo No Imprint
Starting * (check one) oncheck
tem AccountNo. | Check Number None Standard Custom (Mac only) Amount
Standard Size e
QuickChecks ($92.90)
Wallet Size
QuickChecks ($83.90)
*Il 7o starting number indicated, 1001 will be used.
Subtotal

EXPRESS SHIPPING & HANDLING CHARGES
Blue 8l Service (2- gss davs) or Pri

JSi

- 49.99 $

$ 50.00 - $105.99 $ 9.00
$106.00 - $159.99 $13.00
$160.00 - $219.99 $17.00
$220.00 - $299.98 $ 30.00

$300.00 or more call for price

me)ur;laaCANADMN CUSTOMERS, please call (416) 449-1230 and ask for Customer Service
n Lan, L.

'Express shipping (UPS Blue) required to Hawaii and Puerto Rico. Foreign customers call (415) 322-0590 for shipping

7% for Santa Clara and Alameda counties, 6.5% for Contra Costa, San Mateo, San

TA XE S Francisco, Santa Cruz, and Los Angeles counties; 6% elsewhare in California
FAX rder form 1o us with credit card information and a sample check
N E E D C H E C KS for ear:?i:l;gtmnl (use "Detail” or "Fina™ mo:‘:le]. Car;enm-leady amelorl( can not
be faxed. Order will be shipped UPS Ground unless Express Shipping is indicated.
RIGHT AWAY? ntut FAX numbers. (415) 3221597 ”

Custom Logo Charge ($35 each)

Discount (if applicable)

Your checks will be printed | Sales Tax (CA residents only)

OPTIONAL EXPRESS SHIPPING & HANDLING
(All prices include regular shipping)

ORDER TOTAL

STATIONERY AND RETURN ADDRESS STAMP PERSONALIZATION

Name ltem : |:]
Address

City State Zip

Phone Number( )

Phans Humbers will nol ba imprintad on envelopes unless you spacifically indcale otharwise

STATIONERY AND RETURN ADDRESS STAMP PERSONALIZATION

ltem : [:

Name

Address

City State Zip

Phone Number™( )

““Phone Mumbers will not be imprinted on emelopes unless you specifically indicite otherwise,
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INTUIT LOGO SERVICES

We offer two options for printing your logo on your checks:

Standard Logos - Standard logos can be printed for FREE on your Quicken
checks, if we have a standard logo that matches the one on the check you send
in. If we have no close match, the checks will be printed without a logo. Simply
check the "Standard" box on the Order Form (bank logos and background designs
are not considered standard logos).

SSV10 1SHId

Custom Logos - We will print your custom logo on your check for the one-time
set-up fee of $35. Enclose Black & White CAMERA-READY artwork with your
order. If touch-up, typesetting, or rearrangement is required, additional charges
may be incurred. (If extra charges are necessary, we will call for approval before
proceeding). Check the "Custom" box on the Order Form. Custom logo orders
are not accepted by FAX.

INFORMATION FOR CANADIAN QUICKEN USERS

For checks printed in Canada, call 800-268-5779 (or call 416-752-6470). Ask for
Quicken checks to get information on check prices and styles.

06€ 'ON LIWH3d

Or you may order any item in this catalog directly from Intuit in the U.S. You will
need to:

Pay in U.S. funds or by credit card.

Choose delivery via Express Shipping

(see Order Form for extra cost).

Place postage on your reply envelope.

You will be billed for customs and duties (about 22%) when your order is deliv-
ered.

Need Checks Right Away?
Normally allow three weeks for delivery of checks. However, if you need your
checks sooner than this, here's how you can speed up your order:

1IVIN ATd3dH SSIANISNAG
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FAX your order to us.

IIIII!lIII”lIIIIIIl{llll"lllllll”l”lllll'lllll"

(415-322-1597) Use "De-
tail" or "Fine" mode. Avoid
delay by including credit
card payment information
and a sample check for
each account (logo artwork
cannot be accepted by
FAX). Faxing your order
saves mail time of three or
four days.

Select Express Shipping.
This reduces shippingtime
to two or three days ver-
sus up to aweek and a half
for regular shipping.

Have Questions?
Call our toll-free number
(1-800-624-8742). Sorry,

check and deposit slip
orders cannot be taken over
the telephone. We need
an actual sample in order
to assure correct spacing
of the magnetic account
code at the bottom of the
check or deposit slip.

S3IUVIS A3ILINN
3HL NI
aznvi 41
AHYSS303N
FOVISOd ON




- [ltem No. 250 500 1000 2000
| Standard $2495 | $36.95 | $64.95 | $114.95
519.85 | $29.95 | $49.95 [ $83.95

pensomazer
STATIONERY foginng ¢

Choose white or ivory -- both 25% cotton 2
with a rich, classic finish. Stationery is

continuous form and micro-perforated to give =~ -
a smooth, professional look.

ltem No. | 100 250 500 1000

White Stationery | 542 §20.95 39.95 | $5995 | S$89.95
White Envelopes | 443 $29.95 | $44.95 | $69.95 | $119.95
Ivory Stationery | 329 | $29.95 | $30.95 | $59.95 | $89.95
Ivory Envelopes | 592 $20.95 | $4495 | $69.95 | $119.95

DEPOSIT SLIPS

We now offer 3-1/2" by 8-1/2"
deposit slips. They come in 2
books of 100 each. When
ordering, please enclose one of
your current deposit slips.

lem No. Price

Deposit Slips
{2 books of 100 each)

4698 | $14.95




TRANSFER UTILITY Slashes time needed to update spread-

sheets on IBM PC's!

Create any report you need in your
spreadsheet and the Transfer Utilities
automatically updates it. In less than 10
seconds, it transfers your Quicken data
directly into Lotus .WKS or WK1 files to
generate analyses and reports. All data
ends up in the right cells automatically.
No typing! Requires Lotus™1-2-3%release
1A or higher, Symphony®;, or any compat-
ible spreadsheet program such as
Quattro™, SuperCalc4” or VP Planner®

Select Transfer Utility version to match
Quicken version (2.0 or 3.0) and disk size
(5-1/4" or 3-1/2") you use.

Item No. | Price
Version 2.0 - 5-1/4" disk 3583 | £19.95
ENDORSEMENT AND Version 2.0-3-1/2" disk | 8526 | _$19.95
Ve 3.0 - 5-1/4" disk 3116 $19.95 a\
ADDRESS STAMPS Version 3.0 - 3-1/2" disk 8597 $19.95 x\i“-
Give your hand a helper! ;
Your hand can get awfully tired writing
your return address and endorsing checks.
Give yourself a break! Order a Quicken
custom stamp to do the job for you.
Imprint area of 3/4" x 2-3/8" is large
enough for your return address or endorse-
ment with up to 5 lines of imprint. One _
standard type style. Black ink only.
To order your self-inking stamps, please \
fill in the information on the Order Form.
When ordering an endorsement stamp,
please include a sample, void check from
your checking account.
No. | Price
8573 $17.99
2475 | $17.99
FORMS SAVERS
Some tractor-feed printers
can't print on the first check, so
you always waste it. Reusable
Forms Savers solve this problem.
No more wasted checks!
Made of heavy, durable paper,
each may be reused up to 50
times. Available in sets of 5.
Item No. Price

Forms Savers (set of 5) 7897 $4.95




QUESTIONS & ANSWERS

Q. Will my bank accept Quicken checks?
A. Absolutely! We guarantee it or your
money back, with no questions asked! Quicken
checks are pre-approved by all financial
institutions. They are printed to the exact
specifications of the American and Canadian
Banking Associations. You may use them with
total confidence.

Q. How do Quicken checks save time?

A. By eliminating the chore of handwriting!
You enter the transaction one time only, and
Quicken takes over. It writes the check and
handles envelope addressing at the same time.
Paying your recurring monthly bills for car,
utilities, loans, etc. takes just a few minutes
instead of all the time you're now spending.

Q. What about the cost?

A. Quicken checks are inexpensive. In fact,
Quicken checks are about the lowest priced in
the industry, starting at under $30. It does cost
more to print continuous form computer checks
than to print regular checks. But for anyone
who values personal time, Quicken checks
would be a bargain at twice the price.

Q. How do I write checks away from
home?

A. Continue using your current checks. The
next time you use Quicken, just enter these
checks in your Quicken check register. Both
Quicken and your bank can easily handle two
sets of checking numbers. Just order your
Quicken checks with numbers considerably
higher than the number range of your current
checks.

Q. Will | have problems aligning checks in
my printer without waste or frustration?

A.  Not with Quicken! With Quicken's
patented alignment system, checks are
automatically aligned every time. No more
wasted checks!

Q. Should | have check numbers printed
on my Quicken checks?

A.  Yes. Your check number is printed with
magnetic ink at the bottom of your checks so
that it can be read electronically by your bank.
Without it, your bank may be unable to "stop
payment” on a check or produce a complete
monthly bank statement. Quicken's patented
alignment system avoids wasting checks and
the frustration of missing check numbers.

Q. Will Quicken checks work with my
printer?

A. Yes. We guarantee that your dot-matrix,
laser, or daisywheel printer can print Quicken
checks. If you have a question about printing
checks with your printer, please call us. We'll
be happy to assist you. Just call our Technical
Support line at 415-322-0590 (8:30 a.m. - 4:30
p.m. PST).

Q. Can I get my logo on my Quicken
checks?

A. That's our specialty! We can print your
custom logo on your checks. Standard logos
are printed FREE. See Order Form for details.

Q. Are Quicken checks guaranteed?

A. Absolutely! We guarantee that your bank
will accept Quicken checks. And we guarantee
that Quicken checks will work with your printer.
For unlimited FREE technical support, just call
415-322-0590 (8:30 a.m. - 4:30 p.m. PST).

Q. How do | speed up delivery of my
order?

A.  FAX your order to us at 415-322-1597 and
save half a week. And select "Express
Shipping" on the Order Form and save another
week.

Quicken is a registered trademark of Intuit. Product
names are trademarks of their respective manufacturers.

Canadian Quicken users: Call (416) 752-6470 and ask for
Quicken checks. Or see back of the Order Form for details.

INTUIT
540 University Ave.

Palo Alto, CA 94301



NEW!

Wallet size computer checks are
' the perscnal-sized (2-5/6" x 6")
Wallet Size COTPUt&I‘ checks for Quicken. They fit easily
Checks in the smaller envelopes that come
with many bills -- no folding!

Plus Wallet Checks come with a
record stub that Quicken automati-
cally fills in for you. The overall
width of the check and stub is 8-1/2"
so they easily load in a tractor-feed
printer without adjustment.

You can also carry Wallet size
checks with you, filling out the stub
S0 you remember to enter the check
next time you use Quicken.

Also order double-window enve-
lopes specially sized to fit your
Wallet size Checks (see Page 5),
and save even more time.

Wallet-size
Envelopes*

*Requires IBM Quicken Version 3 or Macintosh 1.5

HOW TO ORDER

Personalized items (checks, stationery, etc.) must be ordered using the accompanying
Order Form. To request extra catalogs, or for additional information, call 1-800-624-
8742 (7:00 a.m. to 5:00 p.m. PST).

If you need another Order Form, your Quicken program can print one for you immedi-
ately. Here's how:

IBM®and DeskMate®Quicken® Go to the Check Register and select the
Activities menu (F6). Then select Order Supplies.

Macintosh®Quicken: After you start Quicken, choose Order Supplies from
the Apple® menu.

Apple®ll Quicken: At the opening screen, press Apple-S.
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