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Introduction  
 
If you are not familiar with Quicken, you may want to first review the Quicken Terms in 
the next section of this manual.  There are several ways to access Quicken features: 
 

 
 

 
 
1. Using the mouse, move the cursor to the appropriate item in the main menu line and 

click using the left mouse button. For example, to open an existing Quicken file, click 
on File, Open Quicken File. 

2. Toolbar buttons provide quick access to options such as returning to the previous 
screen by clicking on the Back button or using the calculator by clicking the Calc 
button. Buttons can be added or removed from the toolbar by choosing. 

 View 
 Customize Toolbar (you may need to click on Show Toolbar first) 
 

To add a new icon to the toolbar select from the Available toolbar buttons 
column. For example, Select Calculator, Add. 
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To remove something from the toolbar, select the option from the Your toolbar 
buttons: and then click on the Remove button. You can change other things 
about the toolbar from this screen such as the order, show icons and text, etc. 
Click Done. 

 
3. The QuickTabs are an easy way to switch between different centers for a quick 

snapshot. The centers provide a link to the accounts and other previews and actions. 
 

4. The Accounts sidebar is available within every QuickTab view. It allows you to see 
the account name, balance (default is Current Balance), and net worth. This sidebar is 
customizable either by right clicking in the box or by clicking on the Customize 
button. The sidebar can be hidden. 

 
When you become more familiar with Quicken, you may want to explore these options 
more. Typically there are several ways to get to a specific feature screen (main menu, 
icon, right click, etc.).  
 

Quicken Terms 
 
Account:  Several types of accounts can be contained in a given file: checking, savings, 
credit card, cash, investment, asset (items you own and their value) and liability (the 
amounts owed). Accounts are a way to track your transactions much like you do with a 
checking account register and credit card statements. 
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Category:  Categories are labels attached to transactions that identify the type of income 
or expense (if you’ve had some accounting, the category list is similar to the chart of 
accounts in accounting). Your Quicken Agency Account uses the category structure to 
separate the types of funds.  Using categories allows you to track receipts and expenditure 
activity within each category. Examples of categories are M&O, Publications, Soils, 
Individual 4-H Clubs and activities, etc.   
 
Cleared transaction:  Transactions that have been processed (posted) by the financial 
institution or bank are cleared. Your statement from the bank or financial institution lists 
the cleared transactions. In Quicken, they are marked in the register under the Clr column 
with a “c”. 
 
Deposit:  A transaction for which money is placed into an account. Deposits add to your 
account balance. In your Agency Account each deposit is assigned to a category. 
 
Expense:  Expenses are those transactions where money passes from your Agency 
Account to another person, business or organization. Expenses reduce your account 
balance. In Your Agency Account each expense is assigned to a category. 
 
File:  The Quicken file is a virtual file cabinet in which you store financial information 
entered from multiple accounts and transaction details. Information is saved to the 
Quicken file instantly when you record transactions. Make a backup of your file often to 
help insure that information is not lost due to computer failure.  
 
Memo:  The memo field in the check register is a place to record information that is 
important about the transaction. This is an area to record invoice numbers or a description 
of the purchase or income. In your Agency Account the memo field for deposits is 
specifically used to list the receipt # and name from your receipt book.  For checks the 
memo is optional, but could be used to list a description/educational purpose for the 
expense (note that on your backup hard-copy documentation maintained in your 
Disbursements File for audit purposes the educational purpose must be listed for each 
expenditure which has an educational purpose). 
 
Payee:  The person, organization, or business that is to receive payment is the payee. 
When you write a check to a store, write the name of the store in the payee blank. In the 
payee field for a deposit list the deposit # (ex. Deposit 560). 
  
Reconcile:  This is the process of matching your records against the statement that you 
receive from a financial institution or Bank, and making them come into agreement. 
Quicken has a reconcile feature that makes reconciling your account easier. In the 
register, a reconciled transaction appears as an “R” in the Clr column. 
 
Reports:  Reports are a way to organize information to show how your money is being 
spent and earned. A cash flow report shows the inflows and outflows of cash as a total, on 
a monthly or quarterly basis. A transaction report shows the transactions that have 
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occurred.  Your Agency Account has a memorized report, Category Balances Report, 
which is printed as part of the monthly bank reconciliation process. 
 
Transaction:  A transaction is the record for the change in the value of an account. 
Examples are a purchase using a check, the transfer of money from one category to 
another, or a deposit. 
 
Transfer:  A transfer occurs when money is moved from one category to another. For 
example, if you move funds from a workshop or short course that has ended to your 
M&O category, you have made a transfer.  
 
Uncleared (outstanding) transactions:  Uncleared is the term used in Quicken for 
outstanding checks or deposits. Uncleared transactions are those that have been 
performed (check written or deposit made); however, they have not been processed and 
cleared through your account at the financial institution.  
 

 

Using Quicken®  

Entering transactions in Quicken begins with opening the appropriate account within the 
file. Once you select an account, you will see the account register. Become familiar with 
the order in which things appear in the register. Payments, transfers, and deposits 
are generally referred to as transactions in Quicken. We will begin by 
entering payments and deposits in the checking account. Each field 
numbered in the screen capture is described below: 
 
 
 

 

 

 

 
 
 

1 

2 

3 4 5 
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The name of the account register that is currently open is displayed here. In this example, 
we are viewing the My County Checking account register. 
The Flag button allows you to add flags, notes, or alerts to follow up on a transaction.  
Click on the Attach button to insert attachments such as check or bill images or other 
graphics.  

1. The Date appears in the first column of the register. The Quicken default is 
the current date. To change it, simply type the date (01/01/2015), or press the 
[+] or [-] keys to select the correct date. 

2. The Check Number (if applicable) may be typed in the second column. If the 
checks are in consecutive order, you may simply press the [+] or [-] key on 
your keyboard to increase or decrease the check number by one. Entering DEP 
for a deposit automatically moves the cursor to the Deposit column when 
entering the amount. Other choices include EFT (Electronic Funds Transfer), 
ATM (Automatic Teller Machine) transaction, or TXFR (Transfer) to another 
category. 

3. The name of the Payee (for payments) or the Paid by (for receipts/deposits). 
4. To add further details about the transaction, for example, educational purpose 

or item detail, enter information in the Memo field. Memos are useful for 
noting more detail about the transaction that might be beneficial for filtering 
reports. 

5. The name of the category goes in the next column. To be able to create reports 
summarizing income and expenses by category, you must specify a category 
for each transaction.  

6. The Split button allows you to divide payments and deposits among more than 
one category. Examples are demonstrated later in the instructions. 

7. A payment made to someone is recorded in the Payment column. If a payee 
name has been used previously, Quicken will recall the previous transaction 
amount (Quickfill). To enter the correct amount, highlight and type in the 
Check Number as well as Payment amounts.  

8. Deposits to the account are recorded in the Deposit column. 

9. The Clr column indicates that a transaction has not been cleared when blank; 
a “c” indicates cleared and “R” appears when reconciled with an account 
statement (see reconciliation section). 

10.  Click on the Save button when ready to record the transaction information. 
This saves the information to the file automatically. 

 
Once you type in a letter, Quicken will complete the word (QuickFill) by recalling 

from an internal list (the category lists were created earlier; the payee list is developed as 
you record transactions). Once enough distinguishing letters are typed to get the correct 
Category name, press [Tab] to move to the next field.  
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When you have finished typing in the information, click the Save button on the screen 
or press [Enter] on your keyboard.  

 
Note: [Tab] is the default used to move between fields. If you prefer to use 
the [Enter] key, you can change the setting by going to Edit, Preferences, 
Data entry and QuickFill and checking “Use enter key to move between 
fields”. You may see a pop-up window asking if you want to use the [Enter] 
key which allows you to decide which is most comfortable. If you choose to 
use [Enter], you will have to use [Ctrl + Enter] or use your mouse to click 
the [Save] button on the screen to record the transaction.  

 

You can change the view of the screen display as follows: 

• To have the register viewed as two-lines that has entry of Payment precede the 
Category, click on the cog button under Tips & Tutorials (there are several 
cogs so it is a bit confusing), and under Tips & Tutorials select Two-line Display.  

 
• To display the Memo after the Category, choose Edit, Preferences, click on 

Register, and remove the check mark on Show Memo before Category. OK. 
 

• Press the F11 button on your keyboard to expand the register to full screen. 
 

If you want to hear Quicken sounds (cha-ching when you enter a transaction), click on 
Edit, Preferences, Setup and click on Turn on Quicken Sounds.  

Quicken® Categories 
 
To familiarize yourself with labels you will be using with transactions in Quicken, you 
may want to review the Category list. To view the Category List in your file, click on 
Tools, then Category List.  
 
Select Show: Full list and select All Categories 
 
It may be helpful to print a copy of this list to post beside your computer as a reference 
for data entry. Press Ctrl+P or click on the printer icon at the bottom left of the Category 
List window.  
 
An example of a category list is provided in Appendix, page A-2. 

EDITING A CATEGORY NAME (Adding a description to the Category #) 
 
If you find that the Category number is not sufficient, such as only containing a number 
(for example 300 or 300-3), you can edit the Category name to add a description. Click on 
the Category name, then right click and choose Edit. You’ll get a screen in which you can 
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modify the name to include both the category # as well as the category name, for example 
300 – Soil Testing. 

  
 
Make the appropriate changes and click on OK. 

CREATING A NEW CATEGORY 
 
You may need new categories for new 4-H activities, short courses, etc. The name of all 
categories should start with a 3 digit number but can also include text following the 3 
digit number. If you have the Category List open, click on the Add Category button at top 
right; if you don’t have it open, click on  
Tools 
  Category List 
      Add  
 
In the Category Name Box, type a 3 digit number. All 4-H accounts should be in the 400 
series. All short courses should be in the 500 series and any other activity in the 600 
series. For example, 
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Entering Transactions 
 

PREPARING AND ENTERING A BANK DEPOSIT 
Enter the deposit detail from your receipt book in the account register by entering a 
“split” transaction. First, count the money that you have received. Do not include your 
change fund, if you have one, in the money count. Make a note of the amount of money 
you have to deposit. 

Example of a deposit 
* Date:  4/1/15 (today’s date) 
* Num:  560 (number deposits consecutively) 
* Payee:  Deposit  
* Click Split (This brings up the split window that allows you to enter the information 

from your receipt book.) 
* Category:  200 
* Memo:  22345  S. Smith (In the memo section, enter the receipt number, 

followed by the first initial, and last name from the receipt.) 
* Amount:  10.00 
* Continue in the same manner on the next line of the split window getting the 

information from the next receipt. If one receipt needs two categories, use two lines to 
record the information. The initial limit is 30 lines on the split window, but you can 
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click on Add Lines if necessary. If necessary, you will enter another deposit, 
following the completion of this deposit. 

* When your have entered all the receipts, confirm that the ‘split total’ is the amount of 
money that you have to deposit. (If you need another Quicken® deposit to record your 
total deposit, confirm that your totals agree when you complete the last Quicken® 
deposit.) 

* Click OK. 
* The Account Register appears. 
* If you still have receipts to deposit, change the Num to 560a. 
* Click Enter  
* If you still have receipts to deposit, enter another deposit, numbering it 650b. etc. 

Printing the Deposit Register 
Print the deposit register immediately after you have completed entering the total bank 
deposit. Any checks that have been entered today will also be printed, so it is better if you 
enter and print the deposit before you enter checks. 
* Click File. 
* Choose Print “Your Account Name” (the name of the account in which you are 

currently working will appear here). 
* In the Title Box, type ‘Deposit Register’ 
* Change the ‘From Date’ to today’s date 
* If the ‘To Date’ is not today’s date, change it to today’s date. 
* Select ‘Print Split Transactions’. 
* Click Print. 
* Click OK. 
* See example of a deposit register in Appendix, page A-1. 
* You are now ready to complete the deposit slip for the bank and make the bank 

deposit. 
* Either have the bank teller date stamp the printed deposit register or staple the bank 

receipt to the printed deposit register.  
* File the printed deposit register in the Deposit Register File. 
 
You may, if you prefer, continue to type or prepare the deposit register by hand. You 
would enter the category summary information in Quicken® and skip printing the deposit 
register. 

ENTERING CHECKS 
 
Daily, enter checks that have been written. A category or categories must be assigned to 
each check. 
 
Example of a check 
* Date:  3/31/15 (date check was written) 
* Num:  3183 
* Payee:  Oklahoma State University 
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* Payment:  5.00    
* Category:  300 
* Memo:  (optional) Enter check memo information. 
* Click on Enter. 
 
Example of a split check 
* Date:  3/31/15 (date check was written) 
* Num:  3184 
* Payee:  Okemah Lumber Company 
* Payment:  29.87 
* Click on Split  (This brings up a new window that allows you to split the transaction 

into the appropriate categories.) 
* Category:  500 
* Memo:  (optional) Enter check memo information. 
* Amount:  22.00 
* Category:  602 
* Memo:  (optional) Enter check memo information. 
* Amount  7.87 
* When the ‘Remainder’ is 0.00, click OK. 
* Click on Enter. 

CHECK WRITING FEATURE 
 
Filling out a check in the Quicken® Write Checks window is much like writing a check on 
paper. Quicken® displays a check form and you fill in the fields. You can use Quicken® to 
print checks written in the office and also your regular checks when needed. 
* Choose Tools. 
* Choose Write and Print Checks. 
* Enter the check information in the appropriate fields. 
 
Example of a Quicken® check 
* Date:  Default is today’s date, but may be changed. 
* Payee:  Massey Graphics 
* Amount:  $125.00 
* Address:  (optional) 
* Memo:  (optional) 100 Brand Books    
* Category:  601 (Click on Splits to split.) 
* Click on Record Check. 
* Repeat until you have entered all of the checks you wish to write. 
* To close the Check Writing Window, click on Done. 
* There is no place for the check number in the Write Checks window. Quicken® adds 

the correct check number to the Num field when the check is printed. Until you print a 
check, Quicken® displays ‘Print’ in the num field of the register. 

 
Printing Checks:  Before you print checks, you will need to set up your printer. 
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To set up your printer: 
* Click File. 
* Choose Printer Setup 
* Choose For Printing Checks 
* Select your printer from the printer list. 
* Choose Page oriented or continuous. Change other settings as needed. 
* Choose the check style you are using. 
* Click OK. 
* Be sure the printer is turned on, is online and is loaded with blank paper or a sample 

check. 
* Click Align and follow the onscreen instructions to print a sample check. 

 
To Print Checks 
* Click File. 
* Choose Print Checks 
* Enter the check number of the first check that you are ready to print. 
* Choose the Check Style and Checks on First Page. 
* Click OK. 
* After the checks have printed, Quicken® will ask you if the checks printed correctly. 

Examine the checks and respond. 

VOIDING CHECKS 
You may void a check when: 
* you have issued a stop pay order 
* a printing or handwriting error (write void on the face of the check) 
* or for any check for less than $50 that has been outstanding for one year. 

 
In the register, select the check that you need to void. 
* Right click on the transaction. 
* Click Void Transaction. 

TRANSFER FROM ONE CATEGORY TO ANOTHER 
 
Transfers are used to move funds from one category to another. For example, funds in 
excess of current needs in the soil testing category and the publications category should 
be transferred once a year to the maintenance category. To make a transfer, a payment and 
a deposit are necessary. 
 
Example of a Transfer 
* Date:  3/31/15 (date of transfer) 
* Num:  TXFR1 (assign numbers consecutively) 
* Payee:  Transfer from Soil 
* Payment:  30.00    
* Category:  300 
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* Memo:  Transfer to Maintenance 
* Click on Save. 
* Continue with the deposit portion of the transfer. 
* Date:  3/31/15 (date of transfer) 
* Num:  TXFR1 (use the same number for both the payment and the deposit 

portions of the transfer) 
* Payee:  Transfer to Maint 
* Deposit:  30.00    
* Category:  100 
* Memo:  Transfer from Soils 
* Click on Save.  

RECONCILE YOUR ACCOUNT 
 
Upon receipt of the statement from your bank, follow these steps to reconcile you 
account. 

* Click on the cog with the drop down arrow at the top right  of the Account 
Register.  

* Choose Reconcile. 
* Bank Statement Opening Balance:  This is the amount that was entered as the bank 

statement ending balance on the previous reconciliation. 
* Ending Balance:  Enter the ending balance from the bank statement. The bank may 

refer to this amount as the ‘new’, ‘current’ or ‘closing’ balance. 
* “New statement ending date” will default to 30 days after previous reconciliation.  

Change the date to your bank statement’s ending date. 
* Enter and categorize the bank charges and interest, if any. 
* Click on OK. 
* This window lists the uncleared checks and deposits. 
* Click on the checks and deposits that are listed or included in the bank statement. 
* Also click on voided checks and any transfers (check and deposit) that you have made 

even though these items do not appear on your bank statement. 
* If you are interrupted, you may click Finish Later. 
* As you mark cleared transactions, Quicken® tallies them and displays their total 

number and dollar amount at the bottom of the window. Quicken® also calculates the 
difference between cleared balance and the bank statement balance. 

* If you find that you made an error when you entered the transaction, double click on 
the transaction. This takes you the register. Correct the error. Click Enter and Return 
to Reconcile. 

* When you have finished marking the cleared transactions, the amount in the 
Difference field should be zero. If not, you must identify the difference and make 
needed corrections. 

* Click “Done” when the amount in the difference field is zero. 
* This brings up a new window that congratulates you and asks if you want to print a 

reconciliation report. 
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* Click Yes. 
* In the report title box, type in ‘your county’ Agency Account. 
* In the ‘show reconciliation to bank balance as of’ box, the date should be today’s 

date. 
* Click Summary and Uncleared. 
* Click Print. 
* Check settings for printer, orientation etc. 
* Choose portrait orientation and print all pages. 
* Click OK. 

 
See example of a bank reconciliation in Appendix, page A-3. 

CATEGORY BALANCES REPORT 
This report categorizes the ending register balance which is listed on the bank 
reconciliation report. 
 
Memorizing the report (Do this once and then use the memorized report.) 
* Click Reports. 
* Choose Banking. 
* Choose Banking Summary. 
* Choose Include all Dates (for the report dates). 
* Click Customize. 
* In the Title box, type ‘Your County’ Category Balances. 
* Click Accounts. 
* Click off all other accounts, if you have multiple accounts in this file. 
* Click Create. 
* Click Memorize. 
* Click OK. 

 
Using the Memorized Category Balance Report 
* Click Reports. 
* Choose My Saved Reports & Graphs. 
* Select ‘Your County’ Category Balances. 
* Click Create. 
* Review the report on the screen, checking for uncategorized expenses and 

uncategorized income. 
* Move the magnifying glass to the number that is opposite ‘Uncategorized Expenses or 

Income’. 
* Double Click to view the Quick Zoom Report. 
* Double Click to go to the transaction in the register. 
* Enter the appropriate category. 
* Click Enter. 
* Select Quick Zoom Report again and repeat if necessary or Select Summary Report. 
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Print the Category Balance Report 
* Click Print. 
* Click OK. 
* NOTE – By using categories to separate the balances of the different sources of funds 

in your Agency Account, ignore the report heading “INFLOWS” or “INCOME” on 
the Category Balance Report.  Rather, the dollar amount listed beside each category 
name represents the actual balance of funds in that category as of the report date.   
 

See example of a category balance report in Appendix, page A-4. 

SUBMITTING MONTHLY REPORTS 
Make a copy of the reconciliation report and the category balance report. File the original 
reports in your notebook. Mail the copy of these reports to the District Office. 

PRINTING THE REGISTER 
Print the register once a month, when you do the monthly bank reconciliation. 
* Click File. 
* Choose Print Register. 
* In the Title Box type ‘Your County’ Register. 
* In the Date To and From Boxes, select or type the dates beginning with the day after 

the last time you printed the register and ending with today’s date. 
* Click Print Split Transactions. 
* Click OK. 
* File the printed register in your notebook. 
 
See example of a monthly check register list in Appendix, page A-5. 

TRANSACTION REPORTS 
These reports are optional. Create, memorize and print as needed by your office staff.  
 
To memorize an individual category transaction report: 
* Click Reports. 
* Choose Banking. 
* Choose Transaction. 
* In the Report Dates Box, choose include all dates. 
* Click Customize. 
* In the Title Box, type ‘the category name Transactions’. 
* Click on ‘Show Splits’. 
* Click on the Categories tab. 
* Click Clear All. 
* Click on the category that corresponds to the name you typed in the Title Box. 
* Click OK. 
* Click Save. 
* Click OK. 
* Repeat for each category, as needed. 
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To use memorized transaction report 
* Click Reports. 
* Choose My Saved Reports & Graphs. 
* Select ‘________ Transaction Report’. 
* To print the ‘________ Transaction Report’. 
* Click Print. 
* Click Preview. 
* If the report is several pages long and you have previously printed it, note the pages 

that have not been previously printed. 
* Click Close. 
* Click Print. 
* In the Print Range Box, type in the page numbers that you wish to print. 
* Click OK. 

 
See example of a category transaction report in Appendix, page A-6. 

BACKING UP FILE AND EXITING 
Before you exit, you should back up the file. This is a protection against losing your 
records. Label and alternately use two CDs or flash drives. Label them ‘Backup Quicken 
Data 1’ and Backup Quicken Data 2’. 

 
 
* Click File. 
* Choose Backup and Restore. 
* Click Backup Quicken File. 
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* Choose “Back up on my computer or hard drive.” 
* Select the backup drive (either the flash drive or CD Rom drive). 
* Click Back Up Now. 
* Click OK after the file has been successfully backed up. 
* Click File. 
* Click Exit. 

Do You Need a New File? 
If the file becomes excessively large (rare), and a new file is needed, contact Extension 
Finance for approval and assistance.  Note – DO NOT “Archive” your data or delete any 
transactions or any categories with zero balances in order to save space.   
 
 

Quicken Do’s and Don’ts – by Levi Arnold, DASNR IT 
 
Quicken is an integral part of daily life in the county extension offices. The days of 
manually balancing ledgers, creating reports by hand, and long drawn out audits are gone. 
With those days, nightmare causing problems have been eliminated; however, working 
with Quicken has brought about a new set of challenges. These challenges can be 
overwhelming, unless you take a few preventative steps to insure that you are protected. 
The following are a list of do’s and don’ts that can make your life easier and protect your 
files.  

• Don’t wait until the last of the month to enter your credits and debits. When you 
wait to enter all of your entries at one time, there is a greater chance of losing an 
important piece of information or entering the wrong value in the rush to get 
everything logged. 

•  Do enter your credits and debits daily, each day you make a deposit and/or write a 
check. When you use the program on a more consistent basis, you will become 
more familiar with the routine operations and it will be easier to use.  

• Don’t save your Quicken files wherever the computer automatically directs you. 
Saving Quicken files in multiple file locations makes it difficult to locate specific 
files when you are upgrading to anew computer.  

• Do save all of your Quicken files in one specific location. More specifically save 
them to one folder located in the My Documents folder. This allows for quick 
access and less confusion when trying to access multiple Quicken data files.  

• Don’t forget or refuse to backup your Quicken files. Even if your computer backs 
up on a regular basis, it is very important to also backup your Quicken files.  

• Do backup your Quicken files to a flash drive at the bare minimum of once a 
month. The Quicken backup function by default saves the backup to the same 
drive that your Quicken file is on. If thatdrive were to fail or accidentally be 
erased, all of your Quicken data would be gone. It is very important to have the 
extra protection the backup on a flash drive provides.  
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• Don’t leave the Quicken backup flash drive plugged into the computer all the 
time. When you leave a flash drive plugged into a computer all the time, that flash 
drive is much easier to be erased, to have problems if there is a power surge, or to 
be physically damaged. 

• Do store your backup flash drive in a secure location. Leaving the flash drive on 
your desk would make it an ideal target to be stolen or erased and used for a 
different purpose. The ideal location would be a locked drawer or a safe where iit 
would be secure from theft and damage. 

• Don’t panic if you open Quicken and it looks like there are files missing. More 
importantly do not try to restore your quicken backup files if you cannot find your 
current file. Restoring files from the backup can make it more difficult to find the 
correct file. 

• Do call your DASNR Support Specialist. They can help you search your computer 
for the correct file. If the file is not there, they can help you restore the file from 
the backup flash drive. 
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