Quicken SIG Notes – September 22, 2009

1. Video Professor, 3 CD set discussion: Using Video Professor, we will continue our review of Lesson Three with “Using the Investing Center” for the first 20 minutes of the SIG.

	
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. We will discuss Quicken Tools: How to use all five “Lists” and how to set up “Alerts”.
Account List
The Account List shows all the accounts in the current file. From here, you can change characteristics of accounts, look at your account balances, or open an account to view or enter transactions.

To open the Account List, choose Tools menu > Account List.

· Can I rearrange the order in which my accounts are displayed? 

From the Manage Accounts tab of the Account List, you have a limited ability to rearrange the order in which your accounts appear in the Account List.

In some cases you can't change an account type or move an account from, for example, the Cash Flow group to the Investing group. This is because each group represents a specific, different type of account.

· What if my account isn't listed here? 

If you don't see your account here, you may have set it up in a different file. Check any other Quicken data files that you may have and then move the account to another file if needed.

· What does the check mark in the Status column of the Account List mean? 

In the Status column of the View Accounts tab, the check mark icon (a red check mark on top of a gray check) means that there are checks to print in the register of the associated account (the View Accounts tab must be selected).

· I want to open an account (to see the register or transaction list) 

1. From the Account List, double-click the account you want to open. 

2. If necessary, navigate to the view of the account you want to work with. For example: 

· Click the Transactions button to enter or edit transactions in an account register or investment transaction list. 

· Click the Overview button to view or edit account information (for example, the name of the account and whether or not it has been activated for online accounting)

Category List
The Category List displays the categories, subcategories, and accounts in the current file.

· Categories are bold on the All Categories tab; subcategories are listed in regular (non-bold) text directly below their parent category (The other tabs display categories and subcategories differently.). 

· Account names appear in [square brackets]. Accounts are included to show you how money flows between them. For example, money flows out of your checking account and into your credit card account to pay off your credit card balance. Accounts are listed on the Transfers tab and at the bottom of the All Categories tab. 

· Category names that begin with an underscore ( _ ) are used by Quicken (for example, in investment transactions), and are hidden by default. Quicken adds these categories as necessary, and you can't edit or delete them. 

The category type (in other words, the tab on which is included) is based on it's designation as income or expense as well as it's tax line assignment. You have a limited ability to change category types; see “About changing category types”. 

1. Choose Tools menu > Category List.
2. Use the tabs on the left to select the full list of categories (All Categories), or a subset (such as Personal Income only or Business Expenses only). 

3. Click Options to customize the columns displayed on your list. (Optional) 

4. Use the Show drop-down list at the top of the window to fine-tune the view of your list (for example, to show only tax-related categories). (Optional) 

You can customize the Category List by creating categories of your own and deleting or hiding categories that you don't use, or by filtering out categories that you temporarily don't need to work with.

For example, you can filter the category list by Tax-related categories, Hidden categories, Unused categories, and so on.

5. Use the Category List to: 

· Create new categories or edit existing ones. 

· Merge redundant or unused categories. 

· Hide infrequently used categories to reduce clutter. 

· Permanently delete categories you no longer need. 

· What does the check mark icon mean? 

A white check mark in a red circle to the left of the category name means that transactions in this category have a tax impact. 

· What does the page (minireport) icon mean? 

The minireport icon [image: image3] means you can view a summary of transactions assigned to this category. Click the icon to view the summary.

At the bottom of the minireport, click Full Report if you need additional detail (such as transaction amounts or payees). 

Scheduled Bills & Deposits List
You can schedule a bill and deposit in advance. On the day it's due, Quicken either reminds you or automatically enters it in your register, whichever you prefer. Here's how it works:

At startup, Quicken checks for scheduled bills and deposits that are due or past due (that is, they became due since the last time you used Quicken). Quicken then process them as follows: 

· If you selected Remind Me, Quicken displays the scheduled bill or deposit in various locations where it can be viewed, edited, recorded, paid, skipped, or otherwise acted on. 

· If you selected Automatically Enter, Quicken records the bill or deposit in the register and changes it from scheduled to recorded (or postdated)—automatically, without asking you for confirmation. 

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.

Using Memorized payees we can:

· Create a memorized payee 

· Edit a memorized payee 

· Delete a memorized payee 

· Memorize and use a split transaction with percentages 

· Standardize payee names with renaming rules 

· Keep the amount from changing every time you recall a transaction 

Tag List

Tags provide an additional way of classifying transactions in Quicken.

For example, you can use tags to group transactions for a specific event such as a vacation. Just create a tag called vacation, and tag all the applicable transactions accordingly. Later, to see the total cost of your vacation, you can customize a report such as the transaction report to include transactions with the vacation tag.

If you purchased Quicken Home & Business, Quicken includes a specialized type of tag called a business tag. Business tags show you the income, expense, and deduction information for a business. See how tags work with businesses for more information.

· Create or edit a tag 

· Tag a transaction 

· Retag an incorrectly tagged transaction 

· Look at all transactions that use a tag 

Tags differ from categories in some important ways:

· Tags let you group transactions without categorizing them as income or expense. 

· You can assign a transfer between accounts to a tag (for example, to show the purpose of the transfer). 

· You can associate a tag with a specific copy of a tax form. 

· Tags make it easy to track expenses in ways that would be very cumbersome with categories. If you used only categories to separate the expenses for two vacations, for example, you would need to create multiple versions of the same categories (Hotel Hawaii and Hotel Mexico, Airfare Hawaii and Airfare Mexico, and so on). 

· Tags and categories used together provide more flexible reporting. In the vacation example above, tags provide the total vacation amount and categories can provide the detail (dining, lodging, airfare, and so on). 
Alerts

If you want to be alerted by Quicken to some change in your finances or some action you need to take, you need to set up the alerts you want to receive. Once you've done so, Quicken keeps track of the necessary dates or amounts and lets you know when and how you need to take action.The following type of alerts can be set up:

· Schedule a recurring bill or deposit 

· Create an online payment instruction 

· Create an investment reminder 

· Create a calendar note 

· Set up financial alerts 

· Use the Quicken Billminder Gadget 

· Set up Quicken.com investment alerts 

· Add a note or follow-up flag to a register transaction 

3. Questions & Answers
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