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Getting started with Quicken

Thank you for choosing Quicken

This guide helps you get started with Quicken as quickly as possible.
You'll find out how to:

*« Usethe Home tab « Take a tour of Quicken

* Set up your first account * (Categorize your transactions
* Accept your transactions *  Get more out of Quicken

* Update your accounts * Get help when you need it

Use the Home tab

The Home tab is a dashboard where you can track your finances and stay on top of your bills.

Home Spending Eills Planning Property & Debt Business
{ Main Yiew | Add Yiew

° See Where Your Money Goes

Get a picture of how much you're spending in various areas of your life.

Why do this? What's needed? 1 0
Knowing where vou spend vour money is Your user IDs and passwords For your |
an important first step in taking control of online bank account and your online credit MINUTES
wour Finances. card account, to complete
Get Started
T
Stay On Top of Monthly Bills

| | |

Eliminate late fees and overdraft charges with an accurate picture of | MINUTES

where your bank balance stands, B ;' | tocomplete

) Budget Your Spending

-
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MINUTES
| to complete

Asutomatically create a budget to track your top spending areas.




Set up your first account

Follow these simple instructions and you will be up-and-running with Quicken in less than
10 minutes.

1. Minimize Quicken if it is open. If it is
closed go directly to step 2.

2. Open your web browser and navigate to
your bank web site.

3. Signin to your bank web site.

4. Follow the procedures to select and g
download your primary bank account. Gl Lo x| TEAme T

5. Choose Open.

6. Quicken will open or maximize
automatically.

Do you want to open or save statement.qfx (18.8 KB) from www13.bmo.com? | Open | | Save |'| | Lancel | X




6. Quicken will offer to create the account
for you.

Note: You can change the name
of the account. The name must be
unique within Quicken.

7. Click the Import button to create and
import the transactions.

8. The One Step Update Summary window
will confirm that the account was
updated.

@ Import Downloaded Transactions

Import Downloaded Transactions

BMO Bank of Montreal

Cheguing - 00000000000000000

& Create a new account

Personal 57

Mickname Used mostly For

€ Link to an existing affount:

@ (et import |

16/

@0ne Step Update Summary

One Step Update Summary

Quotes Status

Financial Institutions

Finencial Insttutons Updated
>+ BMOBank of Montreal v 4j1212012 10:23am
1 account updated successfuly

' Syncto Outlook

I show tis didogue only I there i an error




Accept your transactions

1. When you look at your account you will notice that the downloaded transactions will

appear at the bottom of the window.

2. Since this is a new account, click the Accept All button to move them

register.

There you go!
Your first account was created in Quicken.
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Take a tour of Quicken

Quicken is designed to make your day-to-day tasks as easy as possible. Here is a quick
introduction to the controls you will use most often.

Click the Account List icon to edit your account names and make other changes.

Click an account name
in the Account Bar to
open its register.

The AccountBar is a
list of the accounts
you've added to
Quicken.

A register is a list of
transactions within an
account.

Click a transaction
in a register to make
changes, or click a
blank line to enter a
new transaction.

Click Account Actions for a menu of
tasks, preferences, and reports related
to the account you are working with.

Click the tabs to access tools
and features organized around
common financial activities.

T Quicken Home & Business - new user 4 - [1 hequing at BMO Bank of Montreal]
Fle Edt View Took Reports Help
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Click Add an Account to
set up more accounts.



Update your accounts

To keep your account information BVC
up to date, go to your bank web site and U . L
download your latest information.
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Categorize your transactions

Categorizing your transactions lets you see where you're spending your money.
The good news is that Quicken does most of this work automatically for you!

Quicken assigns categories to your transactions when it downloads them from your
bank. For example, if you used your bank card at Sobey's, Quicken knows that Sobey's is
a grocery store and it automatically assigns the category Food & Dining:Groceries to the
transaction.

In most cases, Quicken can accurately guess the category. In some cases, however, it won't
recognize the transaction the first time it sees it — for example, your rent cheque. Quicken
also might assign a category to a transaction that you don't want — for example, during
that trip to Sobey's you may have bought pet food, which you want to track under the
category Pets:Pet Food & Supplies instead of Food & Dining:Groceries. Naturally, you'll want to
assign the correct categories to your transactions. Here's how...



Use the spending tab to categorize transactions

The steps below use the Spending tab to assign a category to a transaction. The process
is identical if you use a Quicken account register. However, a key advantage of using the
Spending tab is that it alerts you if you have any uncategorized transactions.

1. Click the Spending tab. The Spending tab
shows you the transactions from your
spending accounts. It also has a cool pie

chart that shows you where your money

is going.

2. Click the transaction that you want to
change the category for.

. Transactions

| @ Quicken Home & Business - new user 4 - [Spending]

File Edt View Inoks Reports Hslp

@& ® | Cr

<+ Add an Account
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Planning Property & Debt Business
All Transactions ) [Reports v |
¥ Banking $1,509
Chequing at BMO Bark of Mortrssl  $1,509 | Al Accounts | [Last 30 Days | [spendng | [Reset | $Find | Account Actions v |
B Home $374.81  46.48%
Last 30 Days. s L
M Uncategorized $81.76  10.14%
$806 Wl Feesa Charges $15.00  1.85%
W Personal Care $8.30 1.04%
in all categories Total $806.38
Percent of total: 100%
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@ Accaunt Payee Memo Categary Tag Payrnent Depasit Total *
3/20/2012 Chequing at BMO E Utlity Service | | 2003 §74547 -
3/30f2012 Chequing at BMO t Credit Card Payme 995 373552
3/30/2012 Chequing at BMO | Bank Fee Fees & Charges 15 00 472052
2/30/2012 Chequing at BMO £ Credit Card Payme 44 91 $673 61
3/30f2012 Chequing at BMO | Gas Station Auto & Transport: 60 21 3615 40
3/30/2012 Chequing at BMO | Electronic Stare 606 98 48 42
4fz2j2012 Chequing at BMO | Grocery Food & Dining: Groe 16 21 47 79
4/2/2012 Chequing at BMO | whaolesale Store 2908 -$36 87
4/2{2012 Chequing at BMO £ Bank Transfert 100 00 -$136 87
4f2j2012 Chequing at BMO | Bank Machine 100 00 -§236 87
4/2i2012 Cheguing at BMO EMortgage Payment Horne:Martgage & 37461 -$61168
. Hj4fz012 ) Chenuing at 840 EPr Grocery Memo Food & Dining:Gron 70 5663 Deposit -$568 31 [ save |[2e][v]
4/g9/2012 Chequing at BMO | Bark Machine 10000 -§568 31
4f9j2012 Chequing at BMO EDrug Personal Care:Phar 838 -$576 69
4/0/2012 Chequing at BMO | Grocery Food & Dining: Gron 1251 -$580 20
4/9/2012 Chequing at BMO { Restaurant Food & Dining:Res 1916 -$608 36
4f9j2012 Chequing at BMO | wine Beer Food & Dining: Alcc 3114 -$639 50
4/10/2012 Cheguing at BMO £ Gas Station Auto & Transpart: 66 88 -$706 38
4/11f2012 Chequing at BMO { Bank Machine 100 00 -$806 38 |
Net Worth $1,509 hd
24 Transactions Total: -$806.38

| ToDo



3. Click the button next to the category you want to change.

4f4/2012

Chequing at BMO EPr Grocery
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g:Groceried [#][@] Fag
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¥ Banking $1,509
Chequing at BMO Bark of Montreal $1,509 |AH Accourks =] JLast 30 Days x| |spendng =] [Reset | P Find | Account Actions ¥ |
W Home fa74.81  46.4E% |
. Food & Dining $199.34  24.72%
Last 30 Days W Auta & Transpart $127.09  15.76%
M Uncategarized $8l.76  10.14%
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Percent of total: 100%
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Graceties Expense 7
Restaurants Expense
Account Payee Memo Gifts & Donations Expense *
3/29/2012 Chequing at BMO | Utility Service =
X _ Charity Expense
3/30/2012 Chequing at BMO E Credit Card Payme
3 Gift Expenss
3/30f2012 Chequing at BMO { Bank Fes .
3/30/2012 Chequing at BMO £ Credit Card Payme: Home Expense |
3/30/2012 Chequing at BMO t Gas Station Furnishings Expense |
3/30/2012 Chequing at BMO f Electronic Staore Home Improvement Expense
4/2{2012 Chequing at BMO { Grocery
Home Insurance Expenss
4f2j2012 Chequing at BMO | wholesale Store
4j2/2012 Chequing at BMO £ Bark Transfert e servies Expenie G|
4/2/2012 Chequing at BMO f Bank Machine 1
4/2/2012 Chequing at BMO £ Martgags Payment | split | [ad) Category | | Show Full List |
4f4j2012 Chequing at BMO § Grocery Memo giGroceries [2][B] oo 56 63 foeposic 4668 31 | save | (% ¥
4/9/2012 Chequing at BMO £ Bank Machine 10000 -$568 31
4/9/2012 Chequing at BMO £ Drug Personal Care:Phar 838 -3576 69
4f9j2012 Chequing at BMO | Grocery Food & Dining: Grov 1251 -$589 20
4/9j2012 Chequing at BMO ERestaurant Food & Dining:Res 19 16 -$608 36
4/9/2012 Chequing at BMO | Wine Besr Food & Dining: Alcc 3114 -$639 50
4/10/2012 Chequing at BMO | Gas Station Auto & Transport: 66 B8 -4706 38
4/11/2012 Chequing at BMO | Bark Machine 100 00 -$206 33 Bl
Net Worth $1,509 =
Total: -$806.38

24 Transactions

4. Click the category you want from the list.

If the category you want isn't in the list, click the Add Category button.

| Topo



Get more out of Quicken

When you start to feel more comfortable with Quicken, here are some things you might
want to check out.

Manage your investments: You can add brokerage accounts to Quicken and track
your investment performance from within the Investments tab. (Quicken Home &
Business only)

Track your business: |f you own a business, you can track your income and expenses
and performance. (Quicken Home & Business only)

Report on your finances: Take a look at the reports and graphs in Quicken. You'll

find reports like Income vs. Expense and Spending by Category - both very helpful
when you're trying to figure out where you stand. Choose Reports menu > Reports &
Graphs Center.

Add your paycheque: The Paycheque Setup wizard helps you enter all the income
and deductions listed on your paycheque. Quicken uses this information in tax-
related planners and calculators. Click the Planning tab, click the Tax Center button,
and then click Add Paycheque. (Some features only available in Quicken Home &
Business version)

Use the All Transactions register: The All Transactions register lets you review
and work with transactions from all your spending, asset, and liability accounts in
one place. This helps you easily identify uncategorized transactions, and edit your
transactions in one place.



Get help when you need it

We want to make sure you get the help you need. If, after reading this guide, you have

questions, you can turn to the following resources.

Quicken Help

1. Click the Help menu.
2. Select Quicken Help or click the F1 key.
3. Then select the Contents tab.

The contents area lets you refer to specific
“chapters” about the various areas that
Quicken Home & Business covers.

E? Quicken Personal Finances Help

Ho- &

Hide  Gof Fart  Options Weloome
9—. Conlents | Search Duicken Help |

JGiet started with Quicken|
@ See where your money goes
@ Stay on top of your bils
@ Track your monthly spending
@ Invest for the future
+ @ Discover your net warth
+ @ Prepare for tax lime
@ Plan you finances
@ Report on your finances
@ Marage your business
@ Marage you files and print
@ Register and update your software
@ Appendives
9] Glassaw
[2] wihat's News in Quicken

The Spending tab

Use the Spending tab to see
breakdown of where your meney is
going. The pie chart provides a way
to drill down and see the
transactions in a particular category.
You can also see which transactions
are uncategorized, 5o you can easily
assign them to categories.

Get started with the Spending
tab

B See where your money is going

For more information, see:
Categorizing transactions in Quicken

Print this topic

Note: Quicken Cash Manager has the same help file but does not provide all the

listed features.

Quicken Live Community

An online forum where you can get answers from other Quicken users and experts.

This online community is hosted by the US since the number of US users is much larger
than Canadian users. You can also access Live Community at glc.intuit.com

Quicken Support

If you need help, contact Support at www.quicken.ca/support

Thank you again!

We hope this short guide gets you up and running with Quicken. We
appreciate your business and work hard every day to make Quicken the best personal

finance solution on the market.

The Quicken Team




