Quicken SIG Notes – May 27, 2008

1. Video Professor, 3 CD set discussion:
	
Introduction
Creating a Data File
Using the Quicken Layout
Working with the Check Register
Editing the Category List
Recording Split Transactions
Creating and Printing Checks
Reconciling Your Bank Statement
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Introduction
Setting up a Credit Card Account
Setting up a Loan
Setting up a Loan Payment
Setting up Online Checking 
Setting up Online Payees
Making Online Payments
Using Online Banking
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Introduction
Working with an Investment Account
Adding a Mutual Fund
Using the Investing Center
Investing Center Tools -- Analysis and Reports
Exploring the Planning Center
Using the Tax Center
Designing Reports and Graphs



2. Quicken Tools:
A. Edit Personal Information
Show more detail
Show less detail
Answers to these questions help determine how Quicken is personalized for you. For example, if you respond to the, I am a homeowner Quicken adds additional categories such as the Mortgage Interest category. Quicken adds additional categories when you answer yes to any of the following questions:

· I am married 

· I have dependents 

· I am a homeowner 

· I own rental property 

· I own a business 
B. Account List
View and manage accounts

C. Category List
To get the most out of Quicken, you should assign one or more categories to each transaction. Categories track the source of a deposit (such as Salary), the reason for an expenditure (such as Clothing), or the name of the account to which you are transferring funds (such as Savings). 

Quicken's Category List provides a selection of commonly used categories. The Category List then becomes the central location from which you can add, edit, delete, and otherwise manage categories.
D. Scheduled Transaction List

To monitor scheduled transactions on the Quicken Home page: Choose Tools menu > Go to Quicken Home, and make sure the default Home tab is selected. 

If necessary, click to view the Scheduled Bills & Deposits tab below the In/Out/What's Left snapshot. 

Use the Show list to customize the way your scheduled transactions are grouped and displayed. 

What are my options? 

Current - by Status displays a list of upcoming bills and scheduled transactions sorted by Overdue, Due Today, Due Soon, and so on. Upcoming refers to transactions that are entering the notification period you specified when you created them (for example, remind me 3 days before this transaction is due). 

Current - by Bills and Deposits displays a list of upcoming bills and scheduled transactions sorted by Bills, by Deposits and Other Scheduled Transactions, and by Schedule These. 

All - by Bills and Deposits displays all bills and scheduled transactions sorted by due date and by Bills, by Deposits and Other Scheduled Transactions, and by Schedule These. The advantage of this list is that it shows the next instance of each bill and scheduled deposit, regardless of the due date, as well as any unpaid bills and scheduled transactions from previous months. 

All - by Month displays a list of all bills and scheduled transactions for the selected month plus any unpaid bills and scheduled transactions from previous months. Use this view to see whether you have paid a particular scheduled transaction and to act upon anything that still needs to be paid. 

If you choose to act on the scheduled transaction at this time, use the Enter, Edit, and Skip options. 
E. Memorized Payee List
As you enter transactions, QuickFill memorizes the information associated with specific payees and stores it in the Memorized Payee List so you can easily access it. When you recall a memorized payee, the Payee, Category, Amount, and other fields are all prefilled, and you can immediately enter the transaction or edit any of the register fields as necessary.
F. Class List

Classes provide an additional way of labeling transactions in Quicken. You use classes to specify where, to what, or to whom the transactions apply. You might begin using classes, for example, if you want to track both personal and business expenses in a single checking account. If you used only categories, you would have to create multiples of several common categories, such as Phone and Business Phone, Rent and Business Rent, and so on. Instead, create a category called Business, and assign all your business transactions to the Business class. Later, when you run reports you can specify which classes to include, so you can easily see a report that reflects personal or business information or both.

G. Calendar

A financial calendar within Quicken is used to schedule upcoming transactions. For example, if you enter your mortgage payment on the financial calendar as a recurring scheduled transaction, Quicken will regularly enter the payment on its scheduled day or remind you ahead of time.
H. Show All Alerts

Quicken uses alerts to keep you informed about financial events that you might miss or forget. Alerts can remind you when it's time to order checks, or when an account reaches a specified balance, and alerts can keep you up to date with the latest investment news and quotes.

Alerts are updated throughout the year. When you go online and update Quicken, the new alerts are downloaded as they become available.
I. Address Book
The Quicken Address Book is a great tool for organizing and storing the contact information you need when you're paying your bills or doing other financial chores. It creates a central list of addresses that you can use for printing checks and envelopes, grouped by various criteria (such as Friends, Family, and so on), and sorted.

I. Calculator

You can use the Quicken calculator from any window or field in Quicken. Choose Tools menu > Calculator. Click the calculator buttons (or use the number keys on your keyboard) to calculate amounts. Select the field where you want to place the amount and then click Paste in the Quicken Calculator window. 

3. Questions and Answers

Q1. How do I manage Quicken files?
A1.  Show more detail
Show less detail
Quicken includes a series of commands for managing your files. It's important to use these Quicken commands because the data file you use in Quicken (QDATA by default) is really made up of several separate files, each beginning with QDATA and having a different extension such as .QDF, .QEL, .QPH, and so on. When you use the Quicken commands to back up or rename your Quicken data, Quicken knows which files go with it, so you don't have to keep them all straight. 
Your Quicken data file holds all your account information, just as a file folder holds your paper banking or brokerage statements. During setup, Quicken creates this data file for you and names it QDATA by default. In most cases, QDATA is the only Quicken data file you'll need. When you enter information for all your accounts in this one file, the accounts can share the same categories, classes, and memorized payees. When you create a report, you can choose to show data from a single account or from all accounts in the file. You can also transfer amounts between accounts in the same file.

Create additional data files only when the data needs to be separated. For example, if you keep your home finances separate from your business finances for tax reasons, or if you maintain the books for a volunteer organization, or for a friend or relative.

Q2. How do I update my Quicken software and should I?

A2. Use this procedure to update your Quicken software product as free updates for your version become available; do not use it to update transactions and balances from your financial institution.

On the Quicken toolbar, click the Update button.Click Update Now. 

If an update to Quicken is available, Quicken displays a window that describes what's in the update, as well as brief instructions for downloading the update. 

You'll need to exit Quicken to run the update program. 

When you exit, all your work is saved, and you can resume working as soon as the update finishes. 
Q3. Should I set up an account for my credit card?
A3. To improve the accuracy of your record keeping, you can update transactions and balances with participating credit card issuers in Quicken, and then compare the financial institution's records with your own. Typically, when a credit card purchase is processed, you find out about it the next time you go online. This simplifies reconciling your monthly statements. You can transfer funds between accounts at the same financial institution.
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