
• Symbols & Numerics •
[ ] (brackets) in Category field, 63
... (ellipses) after menu commands, 335
401(k) plans

account setup for, 222
calculating for specific income, 163
calculating retirement income, 160–162
investment features not needed for, 218
tax savings and employer matching,

314–315
tips for, 220

403(b) plans, 163, 220, 222
940 payroll tax form, 345
941 or 942 payroll tax form, 280–282, 345

• A •
account transfers

attaching flags, notes, and images, 83
both accounts adjusted by, 70–71
changing, 71
credit card payments using, 181–182
defined, 68, 345
deleting, 76
entering for an account, 68–70
finding, 77–79
finding and replacing items, 80
going to the matching transfer, 70
money market accounts, 247–249
Online Account Access for, 102–103
to PayPal account, 194
splitting, 75–76
voiding, 76

account type, 345
accounts. See also Online Account Access;

specific accounts
additional, setting up, 27–30
balance date for, 15–16, 18, 29–30
defined, 345
displaying in budget, 49–50
minireports for transactions, 115–116
for multiple businesses, 304
printing register for, 93–96
recording transfers, 68–71
saving printed copy of register, 96
switching between, 31
updating after restoring from backup, 140

accounts payable
cash-basis accounting used for, 297
defined, 345
identifying unprinted checks, 298
tracking for vendors, 296–297
upgrading Quicken for, 285
writing checks for vendors, 295–296

Accounts Payable report (custom), 296–297
accounts receivable (A/R)

asset account setup for, 286–288
balance sheet for tracking, 292–293
defined, 345
deleting cleared transactions, 292
listing what customers owe, 293–295
printing the register, 292
recording customer invoices, 288–290
recording customer payments, 290–291
reporting limitations, 291–292
upgrading Quicken for, 285, 288

accrual-basis accounting, 297
adjustable rate loans, 204–205
ADP payroll service, 308
alerts, budget, 51. See also reminders
Alt+key combinations, 331–332
amortization, defined, 346
amortized loans. See also liabilities

adding new, 206
adjustable rate, 204–205
balloon payments, 198
calculating balances, 157
calculating payments, 155–157
changing loan or payment information, 204
computer as tool for, 316–317
defined, 196
deleting, 205
escrow accounts for mortgages, 207–210
making records agree with bank, 210–211
payment methods, 201
for payroll taxes, avoiding, 267
recording payments, 206–207
refinancing decisions for mortgages, 158
scheduled transactions for, 214–216
scheduling payments, 212–214
selecting the account to edit, 203
setting up an account, 196–202

antivirus software, 324
applications

defined, 327
starting, 329–330
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APR (annual percentage rate), 158
A/R. See accounts receivable
A/R By Customer report, 293–295
archiving data at year-end, 145–147
ASCII files

defined, 346
exporting reports as, 94–95
QIF format, 308, 350

asset accounts
mortgage escrow account, 209–210
for tracking customer receivables, 286–288

• B •
backing up

defined, 346
online, 137
quick-and-dirty method for, 135–137
by Quicken, automatic, 138, 140
restoring data from backup, 138–140
restoring data without a backup, 140–141
sets of files for, 145
before shrinking data files, 145
strategy for, 137–138

balance sheet, 292–293
balances

account start date, 15–16, 18, 29–30
after entering account transfers, 69–70
after entering checks, 62, 63
after entering deposits, 67
for amortized loan setup, 198, 199
for A/R asset account setup, 288
brokerage account cash, 256
brokerage account share, 244, 256–257
calculating for loans, 157
cash account, updating, 193
for checking account start, 59
for credit card account start, 177
defined, 16, 345
ending, for accounts, 16, 30
making records agree with bank, 210–211
Net Worth & Balances reports (table), 113

balancing accounts
adjusting the balance, avoiding, 130, 187,

188
assigning interest charges, 184
assigning service charges, 126
bank accounts, 125–134
bank errors discovered by, 134
checking your starting balance, 133–134
credit card accounts, 182–188
defined, 125, 346
entering bank statement items, 125–127
entering credit card statement items,

183–184

entering missing but cleared transactions,
129

finding problem transactions, 131–133, 186
getting help, 133, 134
making sure the difference equals zero,

129–130, 186
marking cleared items, 128–129, 185–186
mutual funds accounts, 238
Online Account Access for, 123, 189
paying the credit card bill as part of, 188
saving unfinished work, 130, 187
selecting the account to balance, 124, 131
sorting transactions for, 128
Statement Summary for, 125, 127–128
tips for accounts not balanced, 131–134
trying again later, 133–134

banking. See also balancing accounts; Online
Account Access; Online Bill Payment;
specific accounts

account start date, 15–16, 18, 29–30
balance, defined, 16
bank statement to start with, 18
ending statement balance, 16
manual versus online setup, 15, 28
for multiple businesses, 304
reports (table), 110–111
setting up an additional account, 27–30
setting up initially, 14–16
setup process for, 18
tracking accounts, 26

bills. See expenses and bills
Bogle, John (mutual fund guru), 319
Bogle on Mutual Funds (Bogle), 319
bold type in this book, 5
bonds, 253. See also brokerage accounts;

mutual fund accounts
bookkeeper, defined, 346
brackets ([ ]) in Category field, 63
brokerage accounts

bond investments, 253
buying securities, 250–251
cash balance adjustment, 256
as cash investment accounts, 241
defined, 346
dividends, capital gains, and other income,

252–253
initial share balances, 224–228, 244
margin interest expenses, 254
miscellaneous expenses, 254
money market account for, 243, 247, 256
monitoring securities’ values, 255
mutual fund accounts versus, 245
mutual fund shares in, 250
online investing, 259
precious-metal investments, 253
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reminders for, 237–238
researching investments, 255
return of capital, 254
security lists setup, 245–247
selling securities, 251–252
setting up, 241–244
shares balance adjustment, 256–257
special investment transactions, 255
stock splits, 236–237
ticker symbols, 244, 246
transferring cash from, 249
transferring cash to, 247–249
window features, 257–259
working with, 245

budget
adjusting, 44
alerts for, 51
categories as start of, 43
categories needed for, 32
comparing actual figures to, 44
creating, 48–49
cushion, including, 44
defined, 43, 346
displaying categories and accounts, 49–50
displaying cents in, 51
displaying the window for, 47
entering amounts in, 50–51
income changes’ impact on, 46–47
methods for, 48
modifying categories in, 51
moving among tabs for, 50
need for, 43
Options menu, 51–52
planning as a family, 44
printing, 53
restoring from last saved copy, 51, 53
reviewing summary of, 52–53
saving copy of, 51
views for, 51
windfalls’ impact on, 44–46

business forms, 305

• C •
calculators

College, 164–165
Investment Savings, 152–155
Loan, 155–157
pop-up, 81–83
Refinance, 158
Retirement, 159–163

calendar, 81, 82, 216. See also scheduling
capital account, defined, 346
capital gains, 252–253, 346
capital losses, 285, 286, 346

case sensitivity, 5, 77
cash accounts

money market accounts, 243, 247–249
recording cashed checks in, 192
setting up, 190–191
tracking inflows and outflows, 191
updating balances, 193

Cash Flow Center
banking account setup, 27–30
described, 57–58
displaying, 20, 27, 31, 57
online banking setup, 99–100
selecting accounts from, 31, 124

Cash Flow menu, 31
Cash Flow report, 280–281, 286
cash investment accounts. See brokerage

accounts
cash-basis accounting, 297
categories. See also split transactions

adding from situational lists, 39–40
adding new, 37–39, 66
budget, 43, 49–50, 52
changing names and descriptions, 40
choosing before recording data, 24
defined, 346
deleting, 40
entering for checks, 61
entering for credit card charges, 180
entering for deposits, 66
entering on check forms, 87–88
finding and replacing, 80–81
groups of, 35–36, 38
for interest income, 127
merging, 41
minimum for monitoring spending, 24–25
payroll, 267–269
predefined, 31, 32–34
for service charges, 126
similar, combining, 36
subcategories, 34–35, 38
for tax deductions, 32, 36
tips for using, 36
unneeded, removing, 31, 36, 40
uses for, 32

Category List
adding new categories, 37–39
adding payroll expense category, 267–268
adding payroll subcategories, 269
changing names and descriptions, 40
defined, 346
displaying, 52, 267
merging categories, 41
predefined categories (table), 32–34
removing categories, 40
situational lists, 39–40
using in budget, 52
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CD-ROM, installing Quicken from, 10–11
certified public accountant (CPA), 324, 346
changing. See editing
charts

creating, 120–121
defined, 347
hiding from a window, 120
printing reports as, 109
saving customized, 121

check boxes, 335–336
check forms

changing items on, 88–89
defined, 347
deleting a check, 89
entering items on, 85–88
ordering, 25
printing, 89–93
selecting when printing checks, 90
split transactions on, 88
voiding printed checks, 89, 92
writing for vendor payables, 295–296

checking accounts. See also balancing
accounts; check forms; Online Bill
Payment

attaching flags, notes, and images to
transactions, 83

changing a check, 62
changing a deposit, 68
changing split category lines, 75
changing transfers, 71
deleting transactions, 76
displaying register for, 58–59
editing Num list for checks, 62
electronic bill payment versus checks, 25
entering a check in the register, 60–62, 63
entering a deposit in the register, 66–68
entering a payroll check, 275–278
finding and replacing items, 80
finding transactions, 77–79
memorized payee feature, 64
minireports for transactions, 115–116
moving through a big register, 77
mutual fund purchases using, 228–229
naming, 15
one-line versus double-line display, 63
printing checks, 23, 25, 85–93
printing register for, 93–96
QuickFill feature, 64–65, 350
recording payroll checks, 275–278
recording transfers, 68–71
saving printed copy of register, 96
setting up online banking for, 59
sorting transactions, 63–64
splitting a check, 71–75

starting balance, 59
unprinted checks, identifying, 92, 298
unprinted checks, report for, 296–297
voiding printed checks, 89, 92
voiding transactions, 76

Circular E Employer’s Tax Guide (IRS
publication), 271, 347

classes, 41–42, 61, 307, 347
cleared transactions, defined, 347
closing

Quicken, 338
Windows, 344

College Calculator, 164–165
college planning

author’s experiences, 219
calculating current plan, 164–165
factors affecting, 166
methods for, 166

colors, printing in, 95, 110
command buttons, 336
commands

choosing from menus, 330–333
defined, 330, 347

Common Sense on Mutual Funds (Bogle), 319
Comp MCARE category, 269, 277–278
Comp SS category, 269, 277
compound interest, 313
Contains matching rule, 78
controller or comptroller, 347
converting data file from older versions, 22
corporations, 302–303, 347
corrupted data file, rebuilding, 141
CPA (certified public accountant), 324, 346
credit card accounts

balancing, 182–188
changing purchase charges, 181
defined, 347
entering interest charges, 184
entering purchase charges, 179–180
Online Account Access with, 189
paying bills, 181–182, 188
paying off your balance, 174
PayPal account payments, 194
register for, 178–179
selecting the account to use, 178
setting up, 174–177
splitting payments, 174
usefulness of, 26, 173–174

customers. See accounts receivable (A/R)
customizing reports

described, 117, 119
saving reports, 118
for unprinted checks, 296–297
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• D •
data files

backing up, 135–138
converting from older versions, 22
creating a new file, 141–143
exporting from Mac to Windows, 20
finding, 11, 21–22
importing from old system, 308
importing Mac data, 20
migrating from Microsoft Money, 22
rebuilding corrupted, 141
restoring from backup, 138–140
restoring without a backup, 140–141
as set of files, 145
setting up, 13
shrinking, 144–147
switching between, 143–144

dates. See also scheduling
for account transfers, 69, 249
for adjustable rate changes, 205
for amortized loans, 197–198, 199, 202
for A/R asset account, 288
for banking setup, 15–16, 18, 29–30
changing for reports, 106, 119
check date, defined, 347
on check forms, 86
checking QuickFill entry of, 65
for checks, 60
for credit card accounts, 177, 179
for customer invoices, 289
for deposits, 66
fiscal year, 348
for investment accounts, 222, 226–227, 228,

230, 232
for payroll, 265, 275, 279, 281
for printing a partial register, 93
range to scan for budget creation, 48
retroactive use of Quicken, 307
selecting checks to print by, 90
sorting transactions by, 63, 128
for transaction passwords, 149
for year-end copy of data, 147

De Minimus rule, 279–280
debts. See liabilities
deduction tracking. See tax deduction

tracking
deductions, payroll, 271–274
defined benefit plans, 159
defined contribution plans, 159
deleted transaction, defined, 347
deleting or removing

amortized loans, 205
categories, 31, 36, 40

cleared receivable transactions, 292
mutual fund account shares, 236
old transactions from data file, 144–147
register transactions, 76
reports, 117
securities from Security List, 247
split category line, 75
voiding printed checks, 89, 92
voiding transactions, 76
written checks, 89

deposits
attaching flags, notes, and images, 83
changing, 68
deleting, 76
entering in the register, 66–68
finding, 77–79
finding and replacing items, 80
Paycheck Wizard for, 68
recording checks cashed instead, 192
splitting, 75–76
voiding, 76
withdrawals reversed with, 132

dialog boxes
check boxes in, 335–336
command buttons in, 336
defined, 333
list boxes in, 337–338
menu commands displaying, 335
option buttons (radio buttons) in, 336
tabs on, 336
text boxes in, 333–334

disk, defined, 348
displaying. See also starting

budget summary, 52–53
budget, views for, 51
budget window, 47
Cash Flow Center, 27, 31, 57
categories and accounts in budget, 49–50
Category List, 52, 267
cents in budget, 51
checkbook account register, 58–59
College Calculator, 164
Investment Savings Calculator, 152
Loan Calculator, 155
pop-up calculator, 81
pop-up calendar, 81
previewing reports, 107
register, one-line versus double-line, 63
reports or charts, showing or hiding, 120
Retirement Calculator, 160
Statement Summary dialog box, 125
switching between accounts, 31
switching between data files, 143–144
Tax Planner, 166
Write Checks window, 85
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dividends or distributions
brokerage accounts, 252–253
mutual fund accounts, 231–232

draft mode for printing, 95
drop-down list boxes, 337–338

• E •
EasyAnswer reports, 114
editing

account transfer items, 71
brokerage account cash balance, 256
brokerage account share balance, 256–257
category names and descriptions, 40
check form items, 88–89
check items, 62
credit card charge items, 181
deposit items, 68
mutual fund account items, 228, 234–235
Num list for checks, 62
report data, 115
reports, 117–119
Security List items, 247
split category line, 75
voided transactions, avoiding, 76

electronic banking. See Online Account
Access; Online Bill Payment

ellipses (...) after menu commands, 335
employer ID number, requesting, 270
employer-provided pension plans, 159
Ends With matching rule, 78
equity for stockholders, 303
erasing. See deleting or removing
escrow accounts, 207–210
Exact matching rule, 78
exiting

defined, 348
Quicken, 338
Windows, 344

expenses and bills. See also categories;
checking accounts; monitoring spending;
payroll

accounts payable, 285, 295–297
budget views for, 51
changing for income changes, 47
mutual fund commissions and fees, 229,

233, 314
paying bills electronically, 25, 26, 101–102
paying credit card bills, 181–182
predefined categories for, 32–34
recording for investments, 254
setting up initially, 17
Spending reports (table), 111

exporting
report as PDF file, 116
report to disk file, 94–95, 109
report to spreadsheet programs, 116

• F •
false affluence, avoiding, 319
file, defined, 348
File menu

Backup command, 136
File Operations submenu, 141, 145
Find Quicken Data Files command, 11, 21
New command, 141
Open command, 143, 148
Passwords submenu, 148, 149
Restore Backup File command, 139

File Operations submenu (File menu)
Validate command, 141
Year-End Copy command, 145

file passwords, 148–150
filename, defined, 348
files, data. See data files
financial activity centers, 20. See also specific

centers
Financial Calculators submenu (Planning

menu)
College Calculator command, 164
Loan Calculator command, 155
Retirement Calculator command, 160
Savings Calculator command, 152

financial planning. See also budget;
retirement planning

adjusting for inflation, 312
becoming a millionaire, 153–155
calculating investment savings, 152–153
calculating loan balances, 157
calculating loan payments, 155–157
for college savings, 164–166
other tools for, 169–170
personal financial planners for, 170
refinancing decisions, 158
Tax Planner for, 166–169
tools for, 26
usefulness of, 24

financial wizards, 348
Find, defined, 348
finding

bank for Online Account Access, 100
categories and replacing, 80–81
data file for Quicken, 11, 21–22
matching rules for, 78–79
problem transactions, 131–133
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report you want, 114
transactions and modifying, 80
transactions in the register, 77–79
transposed amount numbers, 133

fiscal year, 348
flags, attaching to transactions, 83
folder, defined, 348
fonts for printing reports, 110
Form 940 (IRS), 345
Form 941 or 942 (IRS), 280–282, 345
formatting, defined, 348
forms, business, 305
forms, check. See check forms
forms, tax. See IRS
401(k) plans

account setup for, 222
calculating for specific income, 163
calculating retirement income, 160–162
investment features not needed for, 218
tax savings and employer matching,

314–315
tips for, 220

403(b) plans, 163, 220, 222

• G •
get-rich-quick schemes, avoiding, 318–319
graphs. See charts
grayed-out (disabled) commands on menus,

333
Greater matching rule, 79
Greater or Equal matching rule, 79
Gross category, setting up, 269
gross wages, 271
groups of categories, 35–36, 38

• H •
hardware vendor support sites, 322–323
Help feature

About Quicken command, 343
Add Business Tools command, 264, 341
Ask A Quicken User command, 343
category group information in, 36
Contents tab, 339, 340
Current Window command, 341
defined, 348
Index tab, 339–340
Learn About Downloading Transactions

command, 343
Learn About Next Steps After Set Up

command, 343
overview, 338
Privacy Statement command, 343

Product And Customer Support command,
342

Quicken Help command, 339–341
Search tab, 340–341
Submit Feedback On Quicken command,

342
for troubleshooting, 321–322
Unlock Again command, 342
User Manuals command, 343
What’s New In Quicken command, 342

hiding reports or charts, 120
Home window, 17, 18, 58
housekeeping

backing up, 135–141
file passwords, 148–150
setting up a new data file, 141–143
shrinking your data file, 144–147
switching between data files, 143–144

hyperlink, defined, 348

• I •
icons

in margins of this book, 5–6
for Quicken on desktop, 11, 19

images, attaching to transactions, 83
importing

data from old accounting system, 308
Mac data files, 20
PayPal transaction history, 194

income. See also categories
accounts receivable, 285–295
big changes in, 46–47
budget views for, 51
predefined categories for, 32
recording cashed checks, 192
setting up initially, 16–17
windfalls, 44–46

index funds, 349
inflation, adjusting for, 312
installing Quicken, 10–11
interest charges. See also liabilities

adjustable rate loans, 204–205
amortized loan setup, 198, 199, 200, 202
credit card, 184
making records agree with bank, 210–211

interest income
compound interest, 313
entering when balancing accounts, 126–127

internal rate of return, 349
Internet resources

antivirus software, 324
banks for Online Account Access, 100
check ordering, 25
hardware vendor support sites, 322–323
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Internet resources (continued)
help, 36
Intuit support numbers, 323
IRS site, 271
Microsoft support site for, 322–323
online backup service, 137
Online Bill Payment information, 99
online investing, 259
payroll services, 308
QuickBooks information, 264
Quicken newsgroups, 323–324
Quicken site, 25, 99, 100, 302, 350
Quicken support site, 322
requesting an employer ID number, 270

Intuit telephone support, 323
Investing Center

adding a brokerage account, 241–242
adding a mutual fund account, 221
displaying, 20

Investing menu
Online Investing command, 259
Online Research Tools command, 255
Portfolio command, 255
Security List command, 245

investment accounts. See brokerage
accounts; mutual fund accounts

investment features
functions provided by, 217
investments not requiring, 218
investors not requiring, 218–219
investors requiring, 219
for real estate, 306–307
reports (table), 112–113
Savings Calculator, 152–155

Investment Savings Calculator
Calculate For option buttons, 153–154
figuring how to become a millionaire,

153–155
ordinary annuity assumed by, 155
using, 152–153

invoices. See also accounts receivable (A/R)
recording customer payments, 290–291
recording for customers, 288–290
upgrading Quicken for, 288, 308

IRAs. See also retirement planning
author’s use of, 219
investment features not needed for, 218, 219
Simple-IRA plans, 314–315
tax savings and employer matching,

314–315
tips for, 220

IRS. See also taxes
Circular E Employer’s Tax Guide, 271, 347
employer ID number from, 270
940 payroll tax form, 345

941 or 942 payroll tax form, 280–282, 345
Schedule E tax form, 306–307
W-2 or W-3 wage statements, 282–283, 352
W-4 forms from, 270
Web site, 271

Itemized Categories report, 286

• K •
Keoghs, 218

• L •
Landscape Orientation for reports, 109
Less matching rule, 79
Less or Equal matching rule, 79
liabilities. See also amortized loans; specific

kinds
adding new loans, 206
adjustable rate loans, 204–205
balloon payments, 198
calculating loan balances, 157
calculating loan payments, 155–157
changing loan or payment items, 204
defined, 26
deleting loans, 205
loan accounts for partners, 304
making records agree with bank, 210–211
mortgage escrow accounts, 207–210
payroll tax liability accounts setup, 264–267
recording payments, 206–207
refinancing decisions for, 158
scheduled transactions for, 214–216
scheduling payments, 212–214
tracking, 26, 195–196

liability account, 349. See also specific kinds
list boxes, 337–338
LLC (limited liability company), 349
Loan Calculator, 155–157
loans. See amortized loans; liabilities
losses, 285, 286, 346
Lotus 1-2-3 files, exporting reports as, 94–95

• M •
Macintosh computers, exporting data 

from, 20
Malkiel, Burton (A Random Walk Guide 

to Investing), 220, 250, 319
margins for printing reports, 110
matching rules for searches, 78–79
McAfee VirusScan software, 324
Medicare, payroll calculations for, 274
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memorized payee feature, 64
memos

for account transfers, 69
for amortized loans, 202
on check forms, 87
for checks, 62
for credit card charges, 180
defined, 349
for deposits, 66
for investment accounts, 227, 232
for split transactions, 72, 73

menu bar, defined, 330, 349
menus

Alt+key combinations, 331–332
choosing commands with mouse, 331
commands displaying dialog boxes, 335
grayed-out (disabled) commands on, 333
overview, 330
shortcut-key combinations, 332–333

merging categories, 41
Microsoft Money, migrating from, 22
Microsoft support site, 322–323
Microsoft Windows. See Windows
migrating from Microsoft Money, 22
millionaire

calculating how to become, 153–155
how not to become, 311–320

minireports for transactions, 115–116
missing check, defined, 349
money market accounts, 243, 247–249. See

also brokerage accounts
Money (Microsoft), migrating from, 22
monitoring spending. See also budget

categories needed for, 32
predefined categories for, 31, 32–34
setting up categories for, 24–25
usefulness of, 23, 24

mortgages. See amortized loans
mouse, choosing menu commands with, 331
multiple businesses, Quicken for, 304
mutual fund accounts

annual returns figures, 218, 219
author’s use of, 219
balancing, 238
basis, defined, 219
brokerage accounts versus, 245
commissions and fees, 229, 233, 314
correcting mistakes, 228, 234–235
defined, 349
distributions, 231–232
funds in Security List window, 245
load versus no-load funds, 250
moving shares between accounts, 236
Portfolio tab, 239–240
recording initial investment, 224–228
recording profits, 231–232

recording purchases, 228–231
recording stock splits, 236–237
reminders for, 237–238
reports, 238
selling shares, 232–234
setting up, 221–224
shares in brokerage accounts, 250
specifying lots for sales, 233–234
ticker symbol, 222
tips for picking funds, 220
updating market price, 239–240

• N •
naming

asset account, 287
categories, 37
checking account, 15
classes, 42
credit card account, 176
data file, 142
investment account, 222, 242
payroll subcategories, 269
payroll tax liability accounts, 264, 265
renaming categories, 40
year-end copy of data file, 146–147

Nelson, Stephen L. (QuickBooks For
Dummies), 264

net wages, 274
net worth, 303, 304
New User Setup. See Quicken New User Setup
newsgroups for Quicken, 323–324
940 payroll tax form, 345
941 or 942 payroll tax form, 280–282, 345
Norton AntiVirus software, 324
notes, attaching to transactions, 83
Num field

checking QuickFill entry of, 65
editing list for checks, 62
entering check numbers in, 60, 62
entering deposit code in, 66
entering for payroll checks, 275
entering transfer code in, 69
Online Transfer entry, 102
Print in, 92, 298
XMIT in, 298

• O •
old-transactions file, 144–147
Online Account Access. See also Online Bill

Payment
account transfers using, 102–103
accounts reconciled when using, 123

361Index

31_046007 bindex.qxp  8/3/06  11:52 PM  Page 361



Online Account Access (continued)
benefits of, 101, 103
caveats for, 101
considerations before starting, 98
costs of, 98
for credit cards, 189
described, 97–98
finding a bank supporting, 100
PIN for, 102
setting up for an account, 59, 99–100
signing up with your bank, 98–99
for updating Quicken accounts, 102, 103
usefulness of, 24

online banking, defined, 349
Online Bill Payment. See also Online Account

Access
benefits of, 24, 26, 101, 103
caveats for, 101
considerations before starting, 98
costs of, 98
defined, 349
described, 26, 97
paying bills using, 101–102
requirements for, 26
setting up for an account, 59, 99–100
signup information online, 99
usefulness of, 97

online help, 36
online investing, 259, 350
Online menu

One Step Update command, 102, 103
Participating Financial Institutions

command, 100
Schedule Updates command, 102, 103

online services. See also Online Account
Access; Online Bill Payment

backup storage, 137
defined, 97

The Only Investment Guide You’ll Ever Need
(Tobias), 250

opening. See displaying
option buttons, 336
Options menu (budget), 51–52
ordinary annuity, defined, 155
orientation for printing reports, 109
outgo. See expenses and bills
ownership investments, 313–314

• P •
partnership capital accounts, 303–304
partnerships, 303–304, 350
passwords, 148–150, 350
payables. See accounts payable
Paycheck Wizard, 68

Paychex payroll service, 308
payee, defined, 350
PayPal account, 193–194
payroll

annual returns and wage statements, 282
Circular E Employer’s Tax Guide, 271, 347
De Minimus rule, 279–280
deductions for benefits, 274–275
depositing taxes, 278–280
federal income tax withholding, 271–274
filing quarterly tax returns, 280–282
gross wages calculations, 271
Medicare withholding, 274
net wages calculations, 274
professional help for, 263, 308
recording a check, 275–278
requesting an employer ID number, 270
setting up expense category for, 267–268
setting up liability accounts for, 264–267
setting up subcategories for, 269
Social Security withholding, 274
state or local tax withholding, 270, 274–275,

283
upgrading software for, 263, 264, 308
W-4 forms for employees, 270

Payroll-FWH account
depositing taxes from, 278–280
setting up, 264–267
splitting payroll transactions for, 276

Payroll-MCARE account
depositing taxes from, 278–280
setting up, 264–267
splitting payroll transactions for, 277–278

Payroll-SS account
depositing taxes from, 278–280
setting up, 264–267
splitting payroll transactions for, 276, 277

PDF versions of reports, 116
pension plans. See retirement planning;

specific kinds
Personal Earnings and Benefits Summary

(PEBS), 159
Personal Finance For Dummies (Tyson), 318
personal finance specialist (PFS), 170
petty cash. See cash accounts
Planning menu

Financial Calculators submenu, 152, 155,
160, 164

overview, 170
Professional Planning Resources command,

170
planning personal finances. See budget;

financial planning; retirement planning
pop-up calculator, 81–83
pop-up calendar, 81, 82
Portrait Orientation for reports, 109
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power user, defined, 350
precious-metal investments, 253
preferences for reports, 118
previewing reports, 107
printing. See also printing checks

account registers, 93–96
A/R By Customer report, 293–295
A/R register, 292
budget, 53
charts of reports, 109
report to disk file, 94–95, 109
reports, 108–110
Security List, 247

printing checks
changing items on forms, 85–88
as easier with practice, 93
entering items on forms, 85–88
pros and cons of, 23, 25
steps for, 89–92
voiding printed checks, 89, 92

.PRN files, exporting reports as, 94–95
profits

businesses not suited to Quicken, 306
tracking, 286
upgrading Quicken for, 285

programs. See applications
Property & Debt Center

adding asset accounts, 286
adding loans using, 196
adding payroll liability accounts, 265
displaying, 20

• Q •
QIF (Quicken Interchange Format) files, 308,

350
QuickBooks

ease of switching to, 306
for payroll, 263, 264, 308
for profits, losses, receivables, and

payables, 285, 288
QuickBooks For Dummies (Nelson), 264
Quicken

backing up files, 135–138
best features of, 302
businesses not suited to, 302–303, 305–306
for corporations, 302–303
defined, 350
downloading updates for, 11
installing, 10–11
for multiple businesses, 304
newsgroups, 323–324
overview, 19
for partnerships, 303–304
Quicken Premier Home & Business, 263,

264, 285, 288, 297, 308, 350

for real estate investing, 306–307
reasons for using, 309
rebuilding corrupted data file, 141
retroactive use of, 307
setup process for new users, 12–19
setup process for previous users, 11, 12–13
starting subsequent times, 19
starting the first time, 11
stopping, 338
support site, 322
upgrading, 263, 264, 285, 288, 308
versions, 3, 285, 288
Web site, 25, 99, 100, 302, 350
Windows versions supported, 9

Quicken Interchange Format (QIF) files, 308,
350

Quicken New User Setup
describing your banking, 14–16, 18
describing your income, 16–17
describing your outgo, 17
keeping it simple, 17, 19
starting, 13

Quicken Quotes, 350
QuickFill feature, 64–65, 350
QuickReports feature, 121
QuickTabs, 20, 351
QuickZoom feature (reports), 114–115, 351
quitting

Quicken, 338
Windows, 344

• R •
radio buttons, 336
A Random Walk Guide to Investing (Malkiel),

220, 250, 319
Rathbone, Andy (Windows XP For Dummies),

327
real estate investing, 306–307
rebuilding corrupted data file, 141
recategorizing, 80–81
receivables. See accounts receivable
Reconciliation report, 129–130
reconciling accounts. See balancing accounts
Refinance Calculator, 158
refinancing decisions, tips for, 158
register. See also specific accounts

big, moving through, 77
for cash account, 191
for checking accounts, 58–59
for credit card accounts, 178–179
defined, 351
finding transactions in, 77–79
minireports for transactions, 115–116
printing, 93–96

363Index

31_046007 bindex.qxp  8/3/06  11:52 PM  Page 363



Remember Icon, 6
reminders

for backup, 138
budget alerts, 51
for investment accounts, 237–238

remittance advices, 25
removing. See deleting or removing
renaming. See naming
reports

for accounts payable (custom), 296–297
for accounts receivable, 291–295
Banking reports (table), 110–111
changing dates for, 106, 119
charts, 109, 120–121
Comparison reports (table), 112
creating on the fly, 106
customizing, 117, 119
defined, 351
deleting, 117
EasyAnswer, 114
exporting to spreadsheet programs, 116
fixing erroneous data, 115
hiding from a window, 120
Investing reports (table), 112–113
minireports for transactions, 115–116
for mutual fund accounts, 238
navigating on-screen, 107
Net Worth & Balances reports (table), 113
options for printing, 109–110
overview, 105–108
PDF versions of, 116
preferences for, 118
previewing, 107
printing a register, 93–96
printing a report, 108–110
printing to disk file, 94–95, 109
QuickReports feature, 121
QuickZoom feature, 114–115, 351
Reconciliation, 129–130
saving customized, 118
sorting information on, 118
Spending reports (table), 111
subtotal criteria for columns, 119
Tax reports (table), 113
for tracking profits and losses, 286
viewing transaction information, 114–115

Reports menu, using, 106
Request for Employer Identification Number

form (SS-4), 270
researching investments, 255
restoring

budget from last saved copy, 51, 53
data from backup, 138–140
data without a backup, 140–141
defined, 351

Retirement Calculator
calculating for specific income, 163
calculating retirement income, 160–162

retirement planning. See also financial
planning

adjusting for inflation, 312
calculating for specific income, 163
calculating how to become a millionaire,

153–155
calculating retirement income, 160–162
computer as tool for, 316–317
employer matching for savings, 314–315
employer-provided pension plans for, 159
factors affecting, 163
false affluence, avoiding, 319
get-rich-quick schemes, 318–319
how not to become a millionaire, 311–320
ordinary annuity defined, 160
ownership investments for, 313–314
Social Security in, 159, 161, 311–312
starting late, 313, 317–318
tax savings as boon for, 314–315
temptations to avoid, 319–320

retroactive use of Quicken, 307
return of capital, 254
reversed transactions, 132
reviewing budget summary, 52–53

• S •
saving Quicken items

backing up files, 135–138
budget, 51
customized charts, 121
customized reports, 118
printed register, 96
unfinished reconciliation, 130, 187
year-end copy of data, 145–147

savings accounts. See also financial planning;
retirement planning

budget views for, 51
changing transfers, 71
for college expenses, 164–166
recording transfers, 68–71

savings goal accounts, 351
Schedule E tax form (IRS), 306–307
scheduling

Calendar features for, 216
loan payments, 212–214
Online Account Access updates, 102, 103
transactions, 214–216

scroll bars, 338, 351
search criteria, 351
searching. See finding
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securities. See brokerage accounts; mutual
fund accounts

security
file passwords for, 148–150
transaction passwords for, 149

Security List window, 245–247
setup process for Quicken

bank statement to start with, 18
data file location, 13
describing your banking, 14–16, 18
describing your income, 16–17
describing your outgo, 17
finding your data file, 11, 21–22
importing Mac data, 20
keeping it simple, 17, 19
for new users, 12–19
for previous users, 11, 12–13

shortcut-key combinations, 332–333
showing. See displaying
shrinking data files, 144–147
Simple-IRA plans, 314–315
situational lists for categories, 39–40
size of data files

reasons for keeping large files, 144
shrinking, 144–147

Social Security
payroll calculations for, 274
in retirement planning, 159, 161, 311–312

sole proprietorship, 351
sorting

checking account transactions, 63–64
report information, 118
transactions when balancing accounts, 128

spending. See expenses and bills
split transactions

for account transfers, 75–76
adjusting total amount for, 75
for cashed checks, 192
checking total for, 75
for checks, 72–75
for credit card payments, 174
for customer invoices and payments,

292–293
defined, 351
deleting, 75
for deposits, 75–76
editing, 75
entering on check forms, 88
need for, 71
for payroll checks, 275–278
printing with register, 94
total amount figured automatically for, 75

splits, stock, 236–237
spreadsheets, exporting reports to, 94–95,

116

SS-4 form (Request for Employer
Identification Number), 270

starting. See also displaying
programs, 329–330
Quicken subsequent times, 19
Quicken the first time, 11
Windows, 328

Starts With matching rule, 78
stockholder’s equity, 303, 351
stocks. See also brokerage accounts; mutual

fund accounts
ownership investments, 313–314
splits, 236–237

stopping
Quicken, 338
Windows, 344

subcategories. See also categories
adding, 38
avoiding if possible, 35
defined, 35, 351
overview, 34–35

supercategories (groups), 35–36, 38, 352

• T •
tab-delimited files, exporting reports as,

94–95
tabs on dialog boxes, 336
taskbar (Windows), 329
tax deduction tracking

categories needed for, 32, 36
setting up initially, 24
setting up new categories for, 38
tax deduction, defined, 352
usefulness of, 23

tax liability accounts. See payroll
Tax menu, 166
Tax Planner, 166–169
tax-deferred investments, 218, 219, 314–315,

352
taxes. See also payroll

increased greatly by bigger income, 46–47
in real estate investing, 306–307
reports (table), 113
Tax Planner for, 166–169
tax-deferred investments, 218, 219
withholding, Paycheck Wizard 

for tracking, 68
Technical Stuff icon, 5
technogeek, 352
temptations in wealth building, 319–320
text boxes, 333–334
ticker symbols

for brokerage accounts, 244, 246
for mutual fund accounts, 222
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Tip icon, 5
Tobias, Andrew

books generally recommended, 318–319
The Only Investment Guide You’ll Ever Need,

250
Tools menu

Account List command, 174, 178, 190
Category List command, 267
Memorized Payee List command, 64

tracking deductions. See tax deduction
tracking

tracking spending. See monitoring spending
transaction passwords, 149
transfers. See account transfers
transposed numbers, 132–133, 352
troubleshooting. See also Help feature

antivirus software for, 324
CPA for, 324
hardware vendor support for, 322–323
from Intuit directly, 323
Microsoft support for, 322–323
Quicken newsgroups for, 323–324
Quicken support for, 322
rebuilding corrupted data file, 141
restoring budget from saved copy, 51
restoring data from backup, 138–140
restoring data without a backup, 140–141
this book for, 321–322

Tyson, Eric (Personal Finance For Dummies),
318

• U •
updating accounts

after restoring from backup, 140
brokerage account security values, 255
cash account balance, 193
mutual funds market price, 239–240
using Online Account Access, 102, 103

updating Quicken, 11
upgrading Quicken, 263, 264, 285, 288, 308

• V •
vendor payables. See accounts payable
View Loans window, 202–204
viewing. See displaying
voiding printed checks, 89, 92
voiding transactions

avoiding editing after, 76
defined, 352
overview, 76

• W •
W-2 or W-3 wage statements, 282–283, 352
W-4 forms, 270
Warning! icon, 6
windfalls, 44–46
Windows (Microsoft)

defined, 327, 352
dialog boxes, 333–338
further information, 327
Help, 338
knowledge required for using Quicken, 9
menus, 330–333
starting programs, 329–330
starting Windows, 328
taskbar, 329
terminology, 327
versions supported by Quicken, 9, 327

Windows XP For Dummies (Rathbone), 327
withdrawals, deposits reversed with, 132
wizard, defined, 352
writing checks. See check forms; printing

checks

• Y •
year-end copy of data, 145–147
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