Quicken SIG Notes – April 27, 2010
1. Updating transactions and balances from my bank
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Once you have set up your cash flow and investment accounts and activated online services, you need to keep your account information current. Updating transactions and balances from your financial institution saves time and improves the accuracy of your record keeping. The easiest way to do this is to use One Step Update.

One Step Update is a single access point for almost all online features; you can download transactions and send online payment instructions for multiple accounts, download security quotes, export some of your Quicken account information to Quicken.com, and obtain product updates for your Quicken software.

Whenever you use One Step Update, you retrieve information for all online activated accounts at the currently selected financial institutions. 

Transaction information is updated directly into Quicken, and then you can compare your financial institution's records to your own. Typically, when a checks clears the bank or when a credit card purchase is processed, you find out about it the next time you go online. With One Step Update, you can: 

Update the latest cleared transactions and balances for online-enabled bank, credit card, investment, and 401(k) accounts. 

Send pending and recurring payments, cancel payments, or update payment status instructions (not all features are supported by all financial institutions). 

Simplify reconcilling your monthly statements. 

Send pending online transfers between accounts at the same financial institution. 

2. Set up an online payee

1. Choose Online menu > Online Payee List. 
2. On the toolbar, choose New. 

3. Enter the name for this payee. 

· For each payee, the combination of name and description, as well as the name and account number, must be unique. 

· The total number of characters for both the name and description fields together must not be more than 32 characters. 

· Once you have gone online and transmitted this information, you cannot change it. If you need to change the name or account number for this payee, you must create a new payee. You can, however, change the contents of the description field. 

For example, you may have two accounts with your telephone company, one for your home telephone and another for your cellular phone. You could create two payees, one for each account, with descriptions such as home and cell.

4. Enter a note for this payee. (Optional) 

5. Enter the account number for this payee. 

Enter the number that the payee uses to identify you. This could be an account number, a loan number, or an insurance policy number. If you don't know the number to use, enter your last name. The online payee uses the number (or your name) to credit your account with the payments received, so make sure you enter this information accurately.

Once you have gone online and transmitted this information, you cannot change it. If you need to change the name or account number for this payee, you must create a new payee.

6. Enter the phone number for this payee. 

Enter the phone number you usually call if you have a billing question. Be sure to include the area code. The processor may need the phone number to contact the online payee on your behalf if there are any problems.

7. Click OK. 

2. Set up an online payee (Continued)

Notes

· You must set up a payee before you can send an online payment to that payee. 

· Compare your payee information now and then with a recent statement from your payee to make sure that you still have the correct address and account number. 

3. Open the Category List and view categories

1. Choose Tools menu > Category List. 

2. If necessary, click the plus (+) sign to expand the list to the desired level of detail. 

3. Use the Options menu to view additional columns of information, such as Type or Category Group. (Optional) 

4. Use the Show drop-down list at the top of the window to select the full list of categories, or a subset. (Optional) 

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

5. Select Display Tax Information to review or edit category tax line item assignments. (Optional) 

4. Create a new category or subcategory

1. Choose Tools menu > Category List.  

2. At the bottom of the window, click New. 

3. Enter a name and description for the new category. 

4. Assign a category group to the new category. (Optional) 

5. Indicate whether the category is for tracking income or expenses. 

6. To change the category to a subcategory, select Subcategory of and enter the name of the parent category. 

7. For an Expense category, indicate if the expense is non-discretionary (for example, rent on a property or payment on a mortgage or loan). 

8. If the category is for tracking tax-related transactions, select the Tax-related check box and select a form. 

4. Create a new category or subcategory (Continued)

Notes

· Category names must be less than 40 characters long. 

· You can nest subcategories up to 16 levels deep. However, due to limitations in the display of the Category List, you cannot resize the Name column to improve the view of nested subcategories. 

5. Create a memorized payeeShow more detailShow less detail
Choose Cash Flow menu > Memorized Payee List.  Click New. Enter the information as necessary. Click OK. 

· Quicken can auto-memorize payees based on information that you enter in register transactions. This behavior can be turned on or off by selecting or clearing the Automatically memorize new payees check box in your QuickFill preferences. 

· Procedures for working with memorized investment transactions are covered in a separate topic. 

6. Keep the amount from changing every time you recall a transaction

Show more detail
Show less detail
1. Choose Cash Flow menu > Memorized Payee List. 

2. Find the transaction you want to lock. 

3. Click in the Lock column of the transaction. 

Quicken displays a lock icon when the transaction is locked. 

The next time you reuse a locked transaction with QuickFill, you can change the amount in the register, but this memorized version stays the same.

For example, suppose you usually withdraw $40 from an ATM. You memorize a transaction called ATM Withdrawal with an amount of $40, and lock it. Then next time you type "ATM Withdrawal" in your register, QuickFill fills in the rest of the transaction, including the $40 amount. Then, even if you change the amount and record the new transaction, the memorized payee retains the old amount. If the transaction were not locked, the new transaction would overwrite the old one in the Memorized Payee List.
1. Click Memorized Payee to enter your payment in the register yourself (QuickFill will complete each field after you type a few letters). This is the default choice. 

· Click Scheduled Transaction to have Quicken enter the transaction in your register, and then select Automatically Enter to have Quicken enter the transaction automatically, or Prompt Before Entering to have Quicken notify you first. Then select the account from which to make your loan payments from the Account to Pay From list. 

· Click Repeating Online Payment if you want to transmit your payment electronically and you have already set up repeating payments. 
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