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Using Quicken® for Farm/Ranch Financial Records’
(Quicken® Deluxe 2012)
October 2011

This tutorial demonstrates a “hands-on” session to develop a simple set of financial records
and reports for a case farm with a cow/calf herd and wheat for grain and pasture. Although our
case farm is a simple one, you will be able to practice many of the steps that you might use in
adapting Quicken Deluxe? to keep records on your farm or ranch. This tutorial is intended to be a
step-by-step reference that can be used when working on computerized personal records at home
or to supplement instructions in a workshop setting.

An overview of what we do in an introductory workshop follows:
1. Introduce text conventions in the manual, keyboard shortcuts and desktop setup.
2. Create a data file and add checking, savings and cash accounts.
3. Work with category lists.
a.  Import Farm Categories to match tax Schedule F.
b.  Add categories.
c.  Delete categories.
d.  Add subcategories.
Set up tags.
Add loan accounts to be used in the file.
Enter transaction data using the categories, subcategories and tags specified.
Record loan payments.
Create reports to summarize the data entered.
View a graph of income and expenses.
Back up data.
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Specific instructions for accomplishing each of these steps are included in this tutorial.
Additional instructions for common or farm-related procedures follow the basic instructions. A

glossary of financial and Quicken terms are at the end of the tutorial. If you are using this

tutorial at home, the “new user setup” in Quicken will prompt you to set up a file and your
accounts as described in the first three sections of this tutorial.

Additional farm management information and Quicken tips for usage can be viewed online
at www.agecon.okstate.edu/quicken. The Quick Tips newsletter is a helpful companion to this
tutorial.

! Damona Doye, Sarkeys Distinguished Professor, Regents Professor and Extension Economist, and Lori J. Shipman
and Jennifer Jensen, Extension Paraprofessionals. Please visit our website, http://www.agecon.okstate.edu/quicken/
to access additional topics and instructions, including the Quick Tips newsletter

2 Quicken Deluxe 2012 is a registered trademark and will be written as Quicken or Quicken 2012 throughout the rest
of the tutorial.



Introduce Manual Text Conventions, Keyboard Shortcuts and desktop setup

Text Conventions

Throughout this tutorial, you will notice some information is printed differently than the
surrounding text. This enhanced text requires special attention as it generally signifies an action
to be performed. If, for instance, we want you to type the words “My programs”, you will see
this:

Type My programs.

Buttons that you need to click, selections that you need to make, or text that is referenced in
a document on screen appear in bold text:

Click the Customize button.
Select Expense.

File and folder names are referenced in italics and use the case conventions for the operating
system in which you are working. For example, a computer file name might appear like this:

Documentl

Keyboard and keyboard combinations that you may need to apply appear like this:
Press [ENTER].
Press [CTRL+A].

A keyboard/mouse combination such as [CTRL+A] means to press and hold down the first
key (Control) while pressing the second key (A), then release.

Text that appears within parentheses refers to steps that may be necessary depending on
your computer’s settings or steps in an alternate approach to the same task. Parenthetical steps
appear like this:

(Click the Close button.)

Titles of screens, programs, etc. will be underlined such as the name of the following
Quicken screen:
Create Quicken File

Notes and helpful hints are in italics and sometimes enclosed in parentheses, for example:
Note: The note may appear this way.
(The note may appear this way.)



Keyboard Shortcuts and Desktop Setup

You may select an item from Quicken in one of four ways:
a. Using the mouse, left-click (click using the left button of your mouse) on specialized
“buttons” in the toolbar.

b. Using the mouse, move the cursor to the appropriate line in a drop-down menu and
left-click.

c. Use a shortcut key by simultaneously pressing [Ctrl] or [Ctrl+Shift] and the
designated letter. For example, [Ctrl + S] takes you to the split transaction screen.

d. In the check register, simultaneously press [Alt] and the letter key underlined in the
word or phrase. For example, to open the menu line File, select [Alt+F].

In our instructions we typically use mouse clicks and the menu bar for selections. We
occasionally mention the shortcut keys.

Desktop navigation options are as follows:

0y ;

WW Tools Reports  Help
— C-¢ a e T #
2 ¥ Accounts (.‘ ﬂl Home pending B Pla g = g ope & Deb
All T tii P
ransactions View 1 First Page Home Add Yiew
¥ Banking $14,385.45
Cash Customize
Checking 10,962,558 A
Savings 3,918.43 All Accounts % Options v Online Updates (-2
Mastercard -495,56 " -
Accaunt Current Balance Ending Balance One Step Update G .
¥ Property -$92,295.10 Barking
) Spending Last Updated:
1 L Another chisel -11,000,00 Cash L0/18/2011 1137 A
3 I CrdtLine -33,750.00 Checking 10,962.56 8,057.23
Landhote -40,000.00
s Savings 3,918.43 918.43  Update Now
Pluphote -7,545.10 Subtotal 14,881.01 8,985.66
one Step Update Settings
Credit
IMastercard -495.56 0.00
Total 14,385.45 8,985.66
Irvesting
Add an account to g...
Property and Debt
Debt {Liabilities)
Anather chisel -11,000,00 -11,000,00
CrdtLine -33,750.00 -10,000.00
-
Landhote -40,000.00 -40,000.00
Fhuphiote -7,545.10 -7,545.10
Subtotal -92,295.10 -b8,545.10
Total -92,295.10 -6&,545.10
Net Worth -$77,909.65
+ Add an Account Watch List ## Options v <
To Do Help

1. Main Menu Bar. Using the mouse, move the cursor to the appropriate item in the Main
Menu Bar and left-click. To select an option from within that menu heading, move the cursor



to select it. For example, to create a new file within Quicken, select File from the main menu
and move the cursor to New. We are using the Standard Menu click on View, Standard
Menu.

2. Toolbar. Toolbar buttons provide quick access to options such as returning to the previous
screen (Back button), accessing the Internet for stock quotes and news (One Step Update
button) or the Quicken website (Quicken.com button). If the toolbar isn’t available, click on
View, Show Tool Bar.

3. Account Bar. The Account Bar allows easy access to accounts by center. The “centers”
display account summary information in one easy-to-read place. You can customize what
appears on each of the centers by deleting, rearranging, or adding new components. You can
also create different views of the center. When an account is selected, the account register
appears.

4. Shortcut Tabs. When you become more familiar with Quicken, you may want to try using
the shortcut features. They take you to the different centers within Quicken and have an
overview screen that appears for each tab. We will typically use the Main Menu Bar for
navigation.

To move around in the register or menu screens, press [ Tab] to move forward to the next
field (area for input). Press [Shift+Tab] to move backwards one field. The step-by-step
instructions that follow will not note every [Tab] needed to move through screens. Assume that
if the cursor doesn’t move to the next field, you should [Tab] to navigate to enter the next piece
of information.

Later in this tutorial, we will use the sample files provided on the Quicken Sample Files
compact disc (CD) to review some of Quicken’s features. For these files to run efficiently,
follow these instructions to copy them to the hard drive of your computer.

Place the CD labeled Quicken Sample Files into the appropriate computer drive (for our
example, we will use CD drive, D:).

Open the Windows Explorer program [ 3
or click

Windows Key + E] or right-click on Start, Explore

Start
All Programs
(You may need to click Accessories.)
Windows Explorer

From the options on the left, double-click

My Computer
(D:) 2012 Quicken Sample Files

File names Asset Acct, Farm Categories, and LONDON12 should be displayed on the right.
From the taskbar at the top of Windows Explorer, click




Edit
Select All  (The shortcut for Edit, Select All is to press [Ctrl+A]).

Then, click
Edit
Copy

Now, click
Local Disk (C:) (from the menu on the left)

From the Drop-Down Menu Bar, click
File
New
Folder
To name the folder, type Workshop Files and press [Enter].

Open the Workshop Files folder by double-clicking it.

Then click Edit
Paste (The shortcut for Edit, Paste is to press [Ctrl+V]).

Click X in the top right corner to close Windows Explorer.

You have completed the task of copying the Quicken Sample Files to your computer. Later
in the tutorial, you will be using these files. Now we will create a new file for your practice.

Set up a Data File and Add a Checking Account

Just as a file cabinet can contain family and farm financial information, one Quicken
computer file can contain both farm and family financial information. Income and expenses are
recorded in one or more accounts (checking, credit card, etc.). Reports can be developed to
summarize information across all accounts, by individual account, or by tag if you specify tags
when you enter transactions. We will use tags to represent the different enterprises of our farm
(for example, Wheat, Stockers, Overhead, and Family Living). This tutorial touches on the basic
features of Quicken,

Previous Quicken Users: Quicken 2012 will automatically uninstall previous versions of
Quicken. Make a backup of all current data files before installing 2012! Follow the installation
instructions as prompted after inserting your program CD or downloading Quicken from the
Intuit website. You will be asked if you are a new or previous user. Then, you will be asked if
you want to open the data file most recently used, use a different data file or start over and create
a new file. If you choose “start over”, you can create a file name that you choose and select the
directory in which you want to save it.




Note: For tutorial purposes, if so prompted, select I am a new user, or I’ve used
Quicken before but I want to start over. Or, if you are prompted to Convert your data
file, click Cancel.

If you see the screen that follows, select New Quicken File.

@ Create New File @

Create New File

* MNew Quicken File

& new collection of accounts, cateqories et
zeparate from the file you are using now,

" New Quicken Account .
Add a new account such as a single bank account or
credit card, to the Quicken File you are currently uzing.

X, (1] 4 Cancel

Click OK.

Through one of these paths, you should now see a Create Quicken File screen.

You will be prompted to create and store your new file. From the drop-down list of folders,
select Local Disk (C:)/Workshop Files. File name is: Your Name.

Now is a good time to sketch out a list of accounts you might want to set up for your farm and
home. Types of accounts include checking, savings, investment, credit card, brokerage, IRA or

Keogh, 401(k) or 403(b), 529, individual mutual fund, house, vehicle, other assets, and liability
accounts.

Note: We offer instructions on investment accounts in a separate publication.

For a new file, click the Get Started button.



Fle Edk Wew Took Reports Help

n See Where Your Money Goes
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MINUTES
to complete

Why da this? What's rueded ¥
Knowing wherr you spend your money b Yeur user T and passwoeds for your
an mportant first step in tabing cortrol of  orline bank account and your online credk
your Frances, card accourk.

et worth 0

+ faled an Ac ot

Note: If there is no Internet connection, you will automatically be asked if you want to Add
Account Manually. Otherwise, follow the instructions given.

Add your Primary Checking Account:
Click on Advanced Setup in blue text at the bottom of the window.

Choose: | want to enter my transactions manually
Next

Account Setup now guides you to set up your primary checking account. For this tutorial,
we will enter all account information manually and assume that you do not want to have online
access. Some financial institutions offer online setup, but we do not demonstrate this option as
individual institutions have different sign up requirements.

Note: If you wish to use online banking for your checking account, click I want
to select the connection method used to download my transactions™. You will
need to contact your bank to gain access to your account. Be sure to ask what
file transfer format is used for Quicken. The OFX data exchange format is
currently used in Quicken. Most financial institutions use this format. Once you
have determined that your bank is Quicken-compatible, you can use this feature
to set up your account and later download transactions.

Enter the Account Name/Nickname: Farm Checking

Click Next.



Ideally, you will have a bank statement at hand to use in establishing an account balance as
of a specific date.

Statement Ending Date:  1/1/2012
Statement Ending Balance: 12410.35

Next

Account Added

“« Farm Checking

@ Add another account Finish!

Add another account I
Now add a family checking account by clicking Checking.
Next
Again, click on Advanced Setup at the bottom of the window.
Then click on I want to enter my transactions manually.
Next

Enter information for the family checking account, again using a current bank statement if
possible. For our example, we have:

Account Name/Nickname:  Family Checking

Next
Statement Ending Date: 1/1/2012
Statement Ending Balance:  845.44
Next

Add another account



Add Savings and Cash Accounts

Now we will add the savings and cash accounts.
Click on Savings
Next
Click on Advanced Setup
Next
Then click on | want to enter my transactions manually
Next

Enter information for the savings account, again using a current statement if possible. For
our example, we have:

Account Name/Nickname:  Savings
Statement Ending Date: 1/5/2012
Statement Ending Balance:  5218.43
Next
Click on Add another account button.
Click on Cash
Next
Using this account will help you keep track of where you spend cash and can point out some
budget breakers or costly habits. Don’t kid yourself—using cash for transactions and failing to
tally them periodically can hide some problems.
Account Name/Nickname: Cash
Date to start tracking: 1/1/2012
Amount of cash you have: 200.00
Click Next, then Finish.
We are going to postpone adding other accounts to establish the category list.

Modify the Category List

Spend some time thinking about the kinds of income and expenses that you need to track. In
the beginning, you may want to start with categories for tax reports or match an existing chart of

9



accounts or record system. Start simple and add new levels of detail as needed for management
purposes. The category list is shared (accessible) across all accounts within your Quicken file.
Access the current category list to view it by clicking

Tools
Category List

Note: To show a description of each category click on the Options button and click on
Show Description.

Category List
Show |AII categories ﬂ [ Q )
Personal Income Category Type Description Tax Line Item Hide Action
Personal Expenses Div Income Income Dividend Income & Schedule B:Dividend income | Edit | |Delete | |Merge it
Transfers Interest Inc Income Interest Income & Schedule B:Interest income O
| All Categories Net Salary Income ‘Your net payche. .. O =
Net Salary Spouse Income Spouse's netp... O
Other Inc Income Other Income & Form 1040:Other income, misc, O
Auto & Transport Expense Auto & Transport O
Auto Insurance Expense Auto Insurance O
Auto Payment Expense Auto Payment O
Car Wash Expense Car Wash O
Gas & Fuel Expense Gas & Fuel O
Parking Expense Parking O
Public Transportation Expense Public Transport... O
Registration Expense Registration for... &/ Schedule A:Personal property taxes |
Service & Parts Expense Service & Parts O
Tolls Expense Tolls for highwa. .. O
Bills & Utilities Expense Bills & Utilities O
Credit Card Payment Expense Credit Card Pa... O
Home Phone Expense Home Phone O
Internet Expense Internet O
Mobile Phone Expense Mobile Phone O =
< | 2]
l@l LIEJ New ‘Options v Done

Scroll through the list to see the default categories. Tables showing the built-in Category
lists that come with Quicken are included in this manual.

Click on the X in the upper right corner to close the Category List window.

10



Import a Farm Category List

A printed list of farm categories built to match farm income tax Schedule F is included in
this manual (Farm Categories). This list can be imported into Quicken from a file named Farm
Categories on the CD with purchased copies of the tutorial or can be downloaded from
www.agecon.okstate.edu/quicken where you choose Download sample files. The farm income
and expense category list provided is by no means sacred. It is intended to serve as a beginning
point for your own personalized list. You may add, delete, or modify items in the list to make it
useful for your operation.

We will now import the farm income and expense categories to our current file to facilitate
farm financial record keeping and tax reporting. If you copied sample files to your computer
using the earlier instructions, the Farm Categories file is located in the C:\Workshop Files
folder. From the main menu, click

File
File Import
QIF File

Click Browse to locate the Farm Categories file in the C:\Workshop Files folder.
Click OK.

Use the mouse or space bar to select <All Accounts> and Category List (and deselect the other
items if necessary).

QIF Import

Location of QIF File
|C:'\Wolkshop FileshFarm Categories. QIF Browse...

Huicken account to import inta: & Don't see your account?

|<A|| Accountss - QIF import is nok available For checking, savings,
credit cards, 401{k) and all other brokerage accounts,

Inciude inimport;
[ Transactions [ Account List [v Categom List
[T Memorized Payees [ Special handling for transfers [~ Security Lists

-\?/' Impork Cancel

Click Import
Click Done

Click Tools in the main menu line at the top of the Quicken window and select Category
List to verify that your category list now contains Capital Sales, Farm, plus CCC Loans
Forfeited, CCC Received, Co-op Distributions, and other farm categories in addition to the

11



original default list (you may need to click on All Categories on the left to see these). Scroll
through the list to become familiar with the names and descriptions of the categories. Income
items are listed first in alphabetical order, followed by Expense items, again in alphabetic order.

Note: Quicken includes the Farm Categories as Personal Income and Personal
Expenses to preserve Business Expenses for its internal Schedule C items. Don’t
let this stress you as the categories are appropriately linked with Schedule F and
will show up in Tax Schedule reports correctly. The view of the category list may
be altered by clicking on the Options button in the lower left side. We do not use
the Type and Group part of the category list.

Add Cateqgories

If you need to add additional categories that are already in one of the Quicken preset “life
event” lists, you can do so by clicking on the Options button in the lower left corner of the
category list window and choose Manage Categories.

From here, select from the Available Categories (Standard, Business, Investment, Rentals &
Royalties) in the drop-down list. The associated categories in that grouping are listed in the box
below it. You can Mark All or individually check the categories needed within a category group.

Note: You will only be able to add from Category groups not already included in your
category list. If Add cannot be selected because it is in gray scale, those categories are
already included.

Manage Categories
Aeailable Categories Categories to Add:
|Standard ﬂ
° Category Type
Business
Investment
Rentals & Royalties

Diw Incorne
Interest Inc
N Other Inc

Inkerest Exp Exp
IRA Conkribution Exp

Misc, Exp
Mot Sure Exp v

— Clear All

.\?/. 114 Cancel

Once the categories are selected, click
Add (middle of the window)

12



OK

To add categories that are not on any of the built-in lists, click on the

New button

When creating new categories designate tax-related items as such and select the correct tax
form and line. Check with your accountant or tax preparer if you need guidance—you can make
corrections later if necessary. Even if you select the tax line item for a category, it will not be
recognized in the preset tax reports unless the tax-related box is checked.

Let’s assume that we want to create a new category that is a legitimate farm expense, that is,
something we will want to link to a Schedule F tax line item. For schedule F categories, it is best
to complete this screen in the following order:

1. Enter the Name, Crop advisory service.

2. Select Expense.

Set Up Category [, Set Up Category
[ Details | Tax Reporting | [ Details | Tax Reporting

Cakegory Mame: Complete this form to use the cabegory in tax related
|Cr0p Advisory Service Features. {learn more)

 Income IV Tax related category

& Erpemee: " standard line item list %
¢ Subcategory of; ¥ Extended line item list

Tax line item Far this {optional)
Description: {optional) | |Schedule Fi0ther Farm expenses j

Tax Line Item Description:

The cost of other expenses directly related to -
the Farm that may not be applicable ko the other

tax lines of the Schedule F {e.qg., dues and =

@ Yol
2) 0K Cancel l,\_/! (1] 4 Cancel

Click on the Tax Reporting tab.

1. Select the Tax-related category box. This box must be marked to allow transactions
associated with this category to appear in tax schedule and tax summary reports.

2. Select Extended line item list. Schedule F line items will now be made available in the

Tax Line Item box. You have to scroll down through a long list to select the appropriate
line.

3. In this case, select Schedule F: Other farm expenses from the Tax line item: drop-down
menu. Note that it is far down the list!

OK
13



The category has now been added as you can see if you scroll down to the expense section
in the category list on your screen.

Delete Categories

You can easily remove categories that aren’t needed. Let’s delete the Auto and Transport:
Public Transportation category by selecting that category:subcategory and then clicking the
Delete button to the right of the category name.

Auto & Transport Expense  Auto & Transport

Auto Insurance Expense Auto Insurance

Auto Payment Expense Auko Payment
Car Wash Expense Car Wash
(Gas & Fuel Expense (Gas & Fuel

Parking Expense  Parking

Public Transportation Expense  Public Transportation

slale @ o = o o
OooOoooonoaoil

Edit | Deleteg Merge

Registration

Expense  Registration for your automobile. Par... & Schedule A:Personal property taxes

f'iou are about to permanently delete the categony:

\:;

Public Transportation
It iz currently unuzed.

|f there are subcategaries aszociated with thiz categon, the
subcategonies will be deleted az well.

(7 K Cancel

Click OK
Note: If you delete a category, the linked subcategories will be deleted simultaneously.

Add Subcateqories

Setting up subcategories adds a second level of detail for reports and summaries. Fertilizer
purchase records, for example, can be identified as lime or 18-46-0 and tracked separately rather
than as one item under the Fertilizer & Lime category. At the same time, they will be subtotaled
together in the Fertilizer & Lime main category.

Note: Start with a simple category list and don’t get carried away adding
subcategories. Subcategories should only be used for detailed information that is
needed for financial reporting or management decisions. Add second levels as you
find that you need them. Otherwise, record notes or additional information in the
memo field as a reminder.

14



In the category list window, click New (lower left).

Set Up Category

Details |" Tax Reporting '|

Category Mame:

Lirne

" Income

(" Expense

Set Up Category

| Details | Tax Reporting

Complete this form to use the category in kax related
features, (learn mare)

W Tawx related cakegory
(" Standard line item list

% Subcategory of: |Fertilizer&Lime j " Extended line ftem ist

Tax line item for this category (optional)
|5chedule F:Fertilizers and lime j

Description; (optionall |

Tax Line Item Descripkion:

The cost of lime, Fertilizers and other materials b

Graup: (optional) | E applied to Farmland ko enrich, neutralize or
condition it and the costs of applving these
‘z/; 0K Cancel -\3 ) 0K Cancel

Note: If a subcategory has different tax attributes from the category, select
the correct tax line item. For example, if Office is the category,
subcategories for farm office and business office would be attached to
different tax schedules, Schedule F and Schedule C, respectively.

Click OK
Repeat the procedure above to add another subcategory for 18-46-0.

Close the category list by clicking on Done (bottom right) or the X in the upper right corner
of the Category List window.

Don't stress about making mistakes in setting up categories—you may rename or edit
categories as needed. To make corrections, go to the Category List and highlight the category
name and click Edit (on the right side). Changes made to an existing category are immediately
reflected in previously recorded transactions.

Set Up Tags

By using tags, you can add important report possibilities. We highly recommend using tags
as a means to associate income and expenses for different farm enterprises (or perhaps crop years
or partnership shares). This will allow you to print reports summarizing income and expenses for
specific components of the farm operation, for example, the cow/calf, wheat, or alfalfa
enterprise. When you imported the farm income and expense categories, several tags — CowCalf,
Family Living, Hay, Milo, Oats, Overhead, Stocker, and Wheat — were also imported. Let’s add
an Alfalfa tag. From the main menu, click
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Tools
Tag List (or press Ctrl+L)
New (located in the lower left of the Tag List window)

New Tag
*Reguired fields
Mame * | Alfalfa
Description |
Copy number | Tell me maore
?) 0K Cancel
N

Note: A Description may be added. Copy number: is used only if you are filing
multiple copies of a particular tax form because you have more than one
business entity and need to identify with which business this tag is associated.

Click OK

Add any other tags needed. Recording a tag along with a category for a transaction documents
more specifically how the income was earned or how the expense item was used.

Tag List
Tag Hide Description Ackion
D Affalfa O Edit | [Delete
O Cowialf O
O Family Living O
O Hay O
O Milo O
O oOats O
O overhead O
O Stocker O
0O wWheat O
2 = New Done

To edit a tag, highlight the appropriate tag name by clicking on it, and then click
on the Edit button at the right.
Note: If the selected tag name has been used in transactions and you change it,
all previously recorded transactions will automatically change.
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To delete a tag, highlight the tag line and click on the Delete button to the right.

Note: We recommend that you run a report sorted by Tag before deleting one to
make sure there are no transactions which use it. For tags that will not be used in
the future, we suggest clicking on the Hide field next to the tag. This will not
remove it from previously recorded transactions, but will remove it from the tag list
in normal view. Deleting a tag that has been used will cause those transactions to
have a blank tag field.

We have decided we don’t need the Oats tag since we do not raise oats.
Click on the Oats tag.
Delete

Close the Tag List by clicking on the X in the upper right corner or clicking Done in the lower
right corner.

Add Loan Accounts

Even if you do not use Quicken for maintaining a balance sheet, you may still want to
amortize and/or record loans using the liability account features.

Note: Line of credit notes are best handled as credit card accounts in Quicken. See
the line of credit account instructions under Various Topics for more details.

Note: Users may want to evaluate Quicken features for tracking net worth.
However, the balance sheet features in Quicken are not designed to maintain both
cost and market value information, nor can you calculate and record depreciation
from within Quicken. If you use Quicken to maintain a balance sheet, use the
appropriate asset/debt accounts and be sure to update asset values periodically. If
tracking assets at cost basis, use purchase price minus adjustments for depreciation
as the beginning balance. See Balance Sheet instructions for more information.

We have a land loan with a remaining balance of $73,126.04. The land note at origination
was for $94,936 to be repaid over 15 years at 8.5% interest with annual payments (9 years of
payments remain).

Add liability accounts

Tools
Add Account
Loan
Next

Add information as in the following screens.
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Next

Next

Loan Type

{* Borrow Maoney

" Lend Maonesy

Payment Period

{* Standard Period:

" Cther Period:

Account
™+ Mew Sccount: |Laru:| Mote
~ | =l
Have any Payments Been Made?
+ “Yes " Mo
Loan Informmation
Opening Date: |E,|'15,|'2EIIIIS i
Criginal Balance: | O4,936,00 =
Original Length: [15 |'1"ears j
Compounding Period: |Semi-.ﬁ.nnually j

|.ﬁ.nnua||~;.f ﬂ
l_

Balloon Information

¢ Mo Balloon Payment

" Amartized Length: |
~

Current Balance
* Current Balance:
" Calculate

Payment

" Payment Amount (P+1):

73,126.04 &

I

[~

asof; [1/1/2012 ]

dueon: |&f15f2012 [

{* Calculate Interest Rate: |8.50%
Cancel Back Done
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In the Payment section, click Calculate if you do not have your Payment Amount. Quicken
will calculate an estimated payment amount (principal and interest).

Done
\i) Quicken has estimated the amount of the next payment Far this loan,
Click "Ok" here ko return ko View Loans, Then click "Done" again to accept the estimate,
0K
OK
Balloon Information
{* Mo Balloon Payment
" Amortized Length: | | fears J
" Calculate
Current Balance
{+ Current Balance: 73,126.04 :_ asof: [1/1/2012 L]
" Calculate
Payment
¢ Payment Amount (P+I): 11,556.50 _: due on: |&/15/2012 [
" Caloulate Interest Rate: |8.50%
()
2 Cancel Back Done

Note that a payment amount, $11,556.50, has been calculated and now appears Payment Amount
(P+1) field in the Loan Setup window. Click Done again to accept the estimate.

A Set Up Loan Payment screen appears to prompt you to specify details about the payment.
Enter the additional information. We will use one of the farm categories that we imported earlier.
Category and subcategory should be entered exactly as Farm Interest Expense:Farm
Mortgage.
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Set Up Loan Payment

*Required fields

Payment

Current Interest Rate:® |8.50%
Principal and Interest:  |11,556.50 _:_

Qther amounts in payment: 0.oo Edit...

Full Payment: 11,556.50

Transaction

Type: | Payrment - Payment Method...

Payes* |Farm Credit

temo: |Ha|| Flace

Mest Payment Date:*  |815/2012 53]

Category for Interest; |Farm |nterest Expenze:Farm Mortgage |E|

Loan 'w'eb Site: |http:.-’r'www.farmcreditnetwolk. com Go

Address...

| \‘2/ ] Done

The loan payment requires a split transaction as the principal paid is applied to the loan
balance in the appropriate loan liability account (Land Note) while interest paid is recorded in
the checking register as an interest expense (Farm Interest Expense:Farm Mortgage). We will
add the tag, Overhead, when we make the first payment (see the Loan Payment instructions).

Click on the Payment Method button. Because we have two checking accounts, we need to
make sure the payment is coming from the correct account.

Select Payment Method

Payment Type

% Scheduled kil
' Memorized payes

{7 Repeating online payment
[Thiz option iz not supported by your bill pay provider or
you don't hawe any online payments zet up.]

Scheduled Bills
Reqister Entry: IF'ru:umpt befare entering j
Account to Pay from: IFarm Checking j

Days in ddvance: 3

oK Cancel

OK
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Click Done to close the Loan Payment window

A window will open asking if you would like to create an asset account associated
with the loan account you just set up.

D] & loan may have an associaked asset, For example, the house is
5__-/ the asset which is associated with a home loan,

would wou like to create an asset account to go along with this
loan?

Yes Mo Help

Click No.

Note: If you want to create a balance sheet in Quicken and have an asset
account for each piece of property, you would respond Yes. If you choose No,
you can always add asset information later. See the balance sheet instructions
for more information.

Click Finish.
Enter Transaction Data Using Categories, Subcategories, and Tags

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 in the register is described following the screen capture in which fields are
numbered:
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¥ Accounts

|
"=

@™

Proper] ! Debit

Download Transactions

Set Up Download

\ Bill and Income Reminders (2 Due) ]

Set Up Online Payment

1‘“"“’ Checking
$14,551.25
Fach [arates =] [angType = [lftarsactions =] |Reset / / 2 Find | Account Actipns v
¥ g & Check ... Payes Categary Tag ‘t Deposit Balance 2
Savings 3,918.43 P } 121042010 285 Mytown Medical Center Medical Family Living 5680\ Deposit 10,656 24 | Save |3 Y j
Mastercard 435,56 /' 1zniof2010 986 St Andrew Church Charity Family Living anno |\ 10,626 7
= Chey _$92,295.10 / 12/10/2010 987  Cablevision Entertainment Family Living 1wez) B\ 10,67
Ancther chisel 11,008 12/10f2010 985 Homstown Homeland Groceties Family Living 3]z [y 4L
CrdtLine _y{; 12/10f2010 989 State Farm Insurance Instrance Family Living h _‘ E k]
Landhiote n.00 12/15/2010 Advancs from credit line [CrekLing] — 4,1 |00 ‘ 39
Phosghict= 54510 12/15/2010 990 Eastside Clathing Family Living 3838 R | ﬁj 01
12f15/2010 991 Counky Treasurer property taxes Tax:Farm Property Tazes Overhead 15333 R s 6
d 12/17/2010  EFT  Southwestern Eel Utilties: Telephone: Family Living 12500 R 5,206 £3
12017/2010 9%z Cash --5plit-- --5plit-- 10000 R 4,108 64
12/17/2010 993 Mytown Restaurant & Cof Dining Family Living 1500 R 8,091 63
12/17/2010 934 Moto Photo Family Living 2693 R 064 £9
12/17/2010 995 St Andrew Church Charlty Family Living 3000 R 8,034 69
1z18/2010 1 Interest Earned Interest Inc Family Living R 323 803792 =
12/19(2010 996 Homstown Homeland Grocsries Groceties Family Living 117 65 R 7,920 27
1222{2010  DEP  Julie London salary --split-- --split-- R 736l B659 88
lzj26[2010 957  ONG Ukilties Family Living 5231 R 8607 57 ~|
11,128.36 Ending Balance: 8,549.11

Download transactions for this account

‘You may be able ko save time by downloading your transactions for this account,

Net Worth -$77,743.85

Enter your financial institution name: [ Check Availability
=+ Add an Account

ToDo || Help

1. The name of the account register that is currently open is displayed here. In this case,
we are viewing the Checking account register.

2. The Flag button allows you to add flags, notes, or Alerts to follow-up on a
transaction.

3. Click on the Attach button to insert attachments such as check images, bills, or other
graphics.

4. The Date appears in the first column of the register. The Quicken default is the
current date. Simply type the date (01/01/2012), or click on the calendar icon and
highlight the correct date, or press the [+] or [-] keys to select the correct date.

5. 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, respectively. 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 account.

6. The name of the Payee (for payments) and the Paid by (for receipts/deposits).

7. To add further details about the transaction, for example, pounds used or application
rate, enter information in the Memo field. Memos are useful for recording quantities,
signaling the potential need for a 1099, and for noting more detail about the
transaction that might be beneficial for filtering reports.

8. The name of the category and subcategory goes in the next column. To be able to
create reports summarizing income and expenses by category, you must specify a
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category for each transaction. The format for labeling a transaction is
Category:Subcategory. The “:” after the category name signals that a subcategory will
follow. Thus, at the Category prompt for a transaction involving the purchase of lime
for the wheat enterprise, you could type Fertilizer & Lime:Lime where Fertilizer &
Lime is the category and Lime is a subcategory.

9. Here the Tag is used to denote an enterprise for which cost and return information is
of interest. In the example described in Check Numbered 6, we would use Wheat as
the tag as the lime was used for the wheat enterprise.

10. The Split button allows you to divide payments and deposits among more than one
category and/or tag. An example is demonstrated later in the instructions.

11. 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.
Credits or deposits to the account are recorded in the Deposit column.

12. The Clr column shows each transaction as uncleared when blank, cleared with a “c”
or an “R” when the transaction has been reconciled (see reconciliation section).

13. The Save button is what you will click once the transaction information is recorded.
This saves the information to the file automatically.

Go to the checking register by clicking on Farm Checking under Banking (on the left
sidebar).

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

Practice a sample entry using the information below. Remember to use the [Tab] key to
move from one field to another.

Date: 1/4/12

Check Number: 1001

Payee: Yukon John Deere
Memo: Winch on pickup
Category: Repairs and Maintenance
Tag: CowcCalf

Payment: 20.00

Once you type in a letter, Quicken will complete the word (QuickFill) by recalling from an
internal list (the category and tag 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, [Tab] to the Tag field and enter the first letter of the tag name. Again, once enough
distinguishing letters are typed to get the correct word, press [Tab] to move to the next field.

When you have finished typing in the information, click the Save button on the screen or
press [Enter] on your keyboard.
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Note: [Tab] is the default used to move between fields. If you see a pop-up window
asking if you want to use the [Enter] key, you can 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.

We will record and display the Memo after the Category, choose Edit, Preferences, click
on Register, remove the check mark on Show Memo before Category.

OK

To have the register viewed as two-lines that has entry of Payment precede the Category
and Tag, click on Account Actions button at top right, and under Register Views and
Preferences, select Two-line Display.

Often a transaction with a particular company or payee will include items that should be
allocated to different categories and tags. In this case, you will split the transaction as needed.
For instance, the co-op bill might include Feed purchased for the CowCalf enterprise as well as
Gas, Fuel & Oil used in the Wheat enterprise. First, enter the total amount of the check:

Date: 1/4/12

Check Number: 1002

Payee: Klondike Co-op
Payment: 421

Now, click on Split (or click on the Split icon on the right of the line, or press [Ctrl+S]).

Type in the following responses:
Split Transaction

Enter multiple categories to itemize this transaction; use the Memoa Field to record more details,

Category Tag Memo Amount

1. | J FeedPurchased CowCalf 2.5 tonage @ $147 36900 A

2. | @ |Gas, Fuel, & Gil, Farm ‘heat 20,8 gal @ $2.25 52 00

3. [2IT]

4. Mexk Edt -

5

&,

7.

g

9.

10,

11,

12,

13,

14,

15,

16, w

Split Tokal: 421,00

Add Lines Clear all Remainder: 0.00

Transaction Total: 421.00
-\':_’ ) [1]4 Cancel

Note: Make sure the Split Total and Transaction Total match (bottom right of
the screen). Otherwise, you will need to recalculate the splits or Adjust the
Transaction Total that appears in the register.
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Click OK after entering split information, then press [Enter] to record the transaction.

If you are writing a check to a business or individual for whom an earlier check was a split
transaction, Quicken assumes that you want to use the same format as before. Let’s say that you
now want to enter a check to the Klondike Co-op which is for lime only.

Let’s practice this:

Date: 1/5/12
Check Number: 1003
Payee: Klondike Co-op

Click the red X (clear split lines) near the middle of the screen:

| ~-5plit-- [~]<][E]-5plit--

|

Enter in the category field, Fertilizer & Lime:Lime, and the tag, Wheat.

Click Yes to clear the split lines.

Payment: 355
Press [Enter]. (You may need to press [Enter] a second time.)

Review all split transactions, particularly those where the amount allocated to different
categories varies each time. Deposits, as well as checks written to discount stores or the co-op,
are good candidates for mistakes. If you don’t clear all previous amounts and categories when
you enter a new transaction, you can end up with unintended amounts in categories.

Now, to record a deposit.... Let’s say that our farmer had some alfalfa hay in storage and
recently sold some to a neighbor, Paul Bunyan. Go to a blank line and enter

Date: 1/11/12
Check Number: DEP  (This will help ensure that your entry is made in the deposit
column after you enter the Paid by name and [Tab])

Payee: Paul Bunyan

Memo: 8 tons hay

Category: Raised Sales:OtherProducts

Tag: Alfalfa

Deposit: 800 (If you didn’t enter DEP in the Check Number column, be sure to

[Tab] over so the cursor is in the Deposit column!)
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Save

Now begin entering the transactions for our farmer using the printed transaction register (in
the Reports following these instructions) from the Farm checking account. Begin at the top of the
sheet and practice recording transactions until you feel comfortable with the process.

Record Loan Payments

Let's assume it is now August 2012 and time to record a payment on the amortized land
loan. Click

Tools (from the drop-down menu)
Loan Details

If the Land Note is not the loan in view, click Choose Loan and select it.

Click the Make Payment button.

You are asked if this is a regular scheduled loan payment or extra payment.

Click Regularly scheduled loan payment.
OK

The Make Reqgular Payment screen is opened. First, click on the Split button in the middle.
We need to make sure to tag the label interest as an Overhead expense is inserted.

Split Transaction

Enter multiple cateqaries ko itemize this transaction; use the Mema field to record more details,

Category Tag Memo Amounkt
1. |[Land Nake] 5,208 |70
2. |Farm Interest Expense:Farm ... |Cwerhead f,347 |80
3, Mk Edit -

OK

Make sure the rest of the payment screen is correct and add the Check Number.
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Make Regular Payment

Account to use; Type of Tranzaction:

|Farm Checking ﬂ |P'a_l,lment ﬂ
FPapes Drate:

|Farm Credit |E| Address... IW E
Cateqony: Amovnt;

| D Split... |— &
Ferno: Murber:

[Hall Place [1545 H
I\? ) oK Cancel

OK
(@ =

Loan !'_-ummar'_.rI Payment Schedule I Payment Graph

Opening Date: 5/15/2005 Ediblloan s
Loan Arnounk: 04, 936,00 Edit Payment...
Payrnent Amounk: 11,556.50

Make Payment...
Current Inkerest Rake: 5.50%

Rate Changes...

Criginal Length: 15 Years
Payment Frequency:  Annually Py Earm Credit
Compounding Period:  Semi-Annually Current Balance: 74,%36.00
Remaining Prks: 9
Final Prk Date: g/15/2021
'\3/' LJEI New Loan... Choose Loan... | | Delete Loan Done

If you are interested in viewing the Payment Schedule or Payment Graph, click on those tabs.
When finished viewing the loan history, future balance, total interest, etc., click Done.

You can confirm how the amounts applied to principal and interest are handled by clicking
on the land note payment line in the Farm Checking register and viewing the splits. Highlight the
Farm Credit transaction by clicking anywhere within the transaction. Click Split (or press
[Ctrl+S]) to open the Split Transaction window, or you may simply hover the cursor over --
Split--, which will show a pop up window with the split information. You will see that Quicken
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has recorded the appropriate amounts to principal ($5,208.70 to the Land Note) and interest
($6,347.80 to Farm Interest Expense:Farm Mortgage).

If you opened the Split Transaction window, click Cancel to leave the split.

If you are in the Farm Checking account, you can also view the principal payment applied to
the outstanding loan balance by selecting the Farm Credit transaction, right-click (click the
right button of your mouse) and select Go To matching transfer. You will see a Balance
Adjustment entry was made for earlier principal payments. The principal portion of the current
payment from the checking account has been applied to the loan balance. (If you get a message
that the transaction is not a transfer, you didn't click Enter to record the payment information
earlier and it was not posted.)

Land Note
|A\IDates j|.ﬂnyType j|AIITransactions j Reset pFind Account Actions ¥
I .ﬁm%yee Mema Categary Tag Inrease  Cr Decrease  Balance

8/15/2005 Opening Balance [Land Hote] 94,936 00 -94,93 00
% 1 11f2012 Balance Adjustment Memo [Land Hote] Tag Increase 21,809 96 73,126 04 | Save | 4| Y
B/15/2012 Farm Credit Hal Place [Fatm Checking] 5,208 70 67,917 34

Click on Farm Checking in the Account list to return to it.

Create Reports to Summarize Data Entered
Let’s look at some sample reports that you might want to use in monitoring your financial
performance:
e Cash flow summaries, including one by tag/enterprise (which also gives the overall total)

e A summary of payments made to a payee
e A tax schedule report

Because you may have entered only a few transactions in this file, we will close the file with
your name and open the sample file, LONDON12.

Click File
Open Quicken File

Click the small arrow next to the Look in: box to reveal the drop-down list.
Click Local Disk (C:).
Double click Workshop Files.

Click LONDON12.
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Click OK.

Click
Reports (from the menu bar)
Banking
Cash Flow

Note: You may receive a message that data is not available. Click Yes to change
the date range.

Select Yearly and 2011 as the date range. Click Don’t Subtotal in the column
field. (The fields are circled in the screen below.)

| - "
« O = F B @ 2% o @
Cash Flow = 20434 —_
<ﬁange: |Year|_l,l j |2D‘I1 ﬂ Colurnr; DDMD
w&' 31/2011
| 1/1/2011- ‘
Category 12/31/2011
a
INFLOWS
Uncategorized 0.00
Capital Sales, Farm 10,000.00
Co-op Distributions 27.67
Government Payments 3,112.00
Interest Inc 92.73 =
Raised Sales
Grain 42,169.64
Livestock 38,010.00
TOTAL Raised Sales 80,179.64
Salary 500.00
Salary Spouse 23,816.36
TOTAL INFLOWS 117,728.40
OUTFLOWS
Uncategorized 6,931.87
Auto 262,83
Service 152,58
TOTAL Auto 445.46

Scroll through the report to view individual inflow and outflow items as well as totals using
the arrow keys or [Page Up] or [Page Down] keys on your keyboard. A copy of the report
(London Cash Flow - Yearly - 2011) is included in this tutorial. The annual cash flow statement
provides a summary of cash income and expenses for the year using the categories associated with
individual transactions. The cash flow report documents sources and uses of funds and can be
useful in developing budgets for future years.

When you have the cursor over a number in a report and see a magnifying glass, a
QuickZoom report is available. Double click to reveal the transactions that make up that number.
Click on the Back button in the upper left to return to the Cash Flow report.
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Q' Cas); Flow

ash Flow - 2011

Date range: |Yeally ﬂ |2011 ﬂ Ealumnrt { o systotal ﬂ
1/1/2011 through 12/31,/2011

Perhaps your lender requires a monthly cash flow report. Click the Customize button (the
icon appearing as a gear) to edit the Title: London Monthly Cash Flow and Column: Month.

@ Customize Cash Flow &l

Date range: |‘|"early j |2|:|11 j From: 1f1§2011 To 1203172011

_| Display | Accounts | Categories | Payees | Tags || Category Groups || Advanced |

Report Layout

Title: |L0nd0n Monkhly Cash Flow
Headings
Fow: Category hal
Colurnn: Manth -

[~ Amount as %

Organization: | Cash Flow Basis -

Lé,-' || 0K | cancel

OK

If you think you might want to use this report again, you can memorize its features by
clicking
Save Report (a disk icon in the taskbar).

Report Name: Monthly Cash Flow
Description: (optional)

Save in: use drop-down arrow to select <create new report folder>
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&3

@ Save Report

Save Report
Repart name: |h-1|:|nthl_u Cash Flow
Dezcription: |
Savein: I{create niews repart folders j
IV Save report history @ Create new report folder
by Saved Reportz contents: CrEEItE new rEle‘t fD|dEl'

Mame: |Lenu:|er Fleports

|| oK ||| Cancel |

@ 0K || Cancel |

OK
Note: If you select Save report history, you can track each step in developing this
report.

Click OK,

Now, let's develop a cash flow report by tag (farm enterprise). You may want to change the
title of the report. Click Customize at right — gear icon.

Type the Title, London Cash Flow by Enterprise and for the Column select Tag, as shown
below.
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@ Customize London Cash, Flow by Enterprise

Date range: |vVearly j |2Dll j From: 1/1j2011 To: 12/31/2011 ‘

_| Display | Accounts || Categories | Payees | Tags || Category Groups | Advanced |

Title: |Lond|:|n Cash Flow by Enkerprise

adings Shioy
|Categ0r'y' j v Centfino rounding)

=

mount as %

Organization: | Cash Flow Basis j

(2) || oK ||| Cancel

&

Click OK.

A report showing a summary of cash inflows and outflows by tag (farm enterprise) for
last year appears. Review it to see the cash generated and used by the CowCalf enterprise
relative to the Wheat enterprise and to note totals by category for Family Living expenses (a
printed copy is in the Reports section). You may memorize this report for future use by clicking
the Save icon. Create a new folder and name it Financial Reports.

Save Report

Repart narme: |Eash Fla

Dezcription: |

Save ir: |r-.fly Saved Feports j

[¥ Save repart histary

by Saved Reports contents:

[ Lender Reports
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Check Save report history
Click OK

What if you want a summary of payments made to the Yukon John Deere dealer during the
year?

Click the Customize button.

Type the Title, Deere Transactions Summary.

Click the Payees tab.

@ Customize London Cash Flow by Enterpris

Date range: |vVearly j |2011 | From: 1/1j2011 To: 12/3102011

[ Display | Accounts | Categories | Payees | Tags || Category Groups | Advanced |

Seleck Payvess IMatching
Tvpe payee name to search list:
P PaY = Categary:
Fayee Payee conktains:
W Mo Payes ia| | select all =2 :
W oI e | |"r'uk1:|n John Deere
, Clear all
M 1st Nat' Bank = Mermo contains:
W 4-H Scholarship Fund |
M Advance from credit line
IE Air-0 Heat & Air Conditioning, what if I
W alan's Pharmacy don't see
W Albertson's | thepayeel
wanty
"\3/" (114 Cancel

Click on Clear All, then scroll through the list of Payees at left to mark Yukon John
Deere. Click OK. This assures that you have the correct spelling (and also have the opportunity
to see similarly spelled words in case you have misspelled the name at some time and need to
find/replace errors). (Alternatively, you can type Yukon John Deere in the Payee contains field;
however, the spelling and spacing must be exactly the same as in transactions or they will not be
included in this report.)

You will now have a summary of expenses at the Yukon John Deere dealership by category
and tag (printed version in the Reports section). Click the X to close the window (or press [Esc])
to leave the Deere Transactions Summary.

Don’t Save
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All of the previous reports have been examples of cash flow reports. We will now switch to
a different kind of report, the tax schedule report. When you begin gathering information to take
to the tax preparer, consider the differences between the tax schedule and tax summary reports.
Tax schedule reports list all transactions (or splits of a transaction) assigned to a category that is
attached to a specific tax form or schedule. Tax summary reports include transactions with
categories that have been noted as tax-related, whether or not a specific tax schedule has been
assigned. For example, capital sales items are noted as tax-related as they are needed for use in
calculating capital gains but are not transferred directly to a tax schedule.

Click Reports
Tax
Tax Schedule

Select Yearly and 2011 as the date range

This report lists every transaction assigned to a category attached to a tax schedule. To
prepare a report showing totals only (not individual transactions), click the Customize icon.

Modify the Title: Tax Schedule — Totals Only. In the Show section (as circled in the center
of the Customize Tax Schedule screen below), select Totals only. We have also removed the
fields for Num, Description, and Memo since they are not needed for this report.

@ Customize Tax Schedule @

Date range: ‘\feaﬂy j ‘2011 j From: 1/1j2011 Tos 12/31/2011

_| Display [ Accounts | Categories | Payees | Tags || Advanced |

Report Lavout Show Call

Title; [ Tax Schedule - Tokals Only calamn
Show ™ Date
E Accounkt

( [ Cents {no rounding) ] Num

[] Description
[ Memn

Iﬂ Cakegory
M Tag

o clr

o an

N

[ Totals only

Reset Columns

'L‘?," (1] 4 Cancel

Click OK.
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You now have a summary of the information needed for tax reporting purposes by schedule. In

our example, the report begins with Schedule A (deductions including charitable contributions),
Schedule B (interest income), and continues to Schedule F (farm income and expense items)
and ends with a W-2 (wages and salary) summary.

[ o L =i & b b 3
« O = F B X o @
Tax Schedule - 2011
Date range: |p o) | 2 |
1/1/2011 through 12/31/2011
Edit w Expand All Collapse all
Date Account | Mum | Description Memo Category Tag | Clr | Amount

Medicine and drugs -533.79 -
Cash charity contributions -1,185.00

= Schedule B =
Interest income 92.73

= Schedule F
Sales livestock/product raised 80,179.64
Total co-op. distributions 27.67
Agricultural program payments 3,112.00
Custom hire expenses -428.60
Feed purchased -1,635.00
Fertilizers and lime -10,526.73
Freight and trucking -186.20
Gasoline, fuel, and oil -6,743.00
Interest expense, mortgage -8,109.00
Interest expense, other -603.61
Labor hired -5,076.00
Rent/lease land, animals -8,055.00
Repairs and maintenance -8,196.50
Vet, breeding, and medicine -1,756.50
Other farm expenses -733.00

= w-2
Salary or wages, spouse 23,816.36

Exit the Reports window by clicking on the X in the upper right corner. You can choose whether
to save the report or not.

It's said that a picture is worth a thousand words. Quicken makes it easy for you to get a

View a Graph of Income and Expenses

quick picture of income relative to expenses, as well as income and expense composition.

Click Reports

Graphs

Income and Expense by Category

Select the date range, Yearly and 2011 and Month for the interval.
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« O 9 = % B @ e @
Income/Expense by Category - 2011
Date range: IYearI_l,l ;I |2D11 ;I Interval: IMonth vI
1/1/2011 through 12/31/2011
R =
50_$inth|:!usant:ls . Income )
B Expense

40

30

NI I]__

2ot 220M az20m Haom Bl2om Efzomn T azon arzon 0d201 2ot 12d20m

Show Report ||

You will see a bar chart showing monthly income and expenses. By double clicking on an
individual bar, you can see the categories, amounts, and percentage of the total for that month.

=
5
3 Income Comparison (7/1/2011 - 7/31/2011) [ = |
Category Amount Percentage
Raised Sales 472,169.64) 95.79%
Salary Spouse 1,846.14| 4.19%
Interest Inc 71,38 0.02%

Click X to close the Income Comparison window.

As with the reports, you may memorize useful graphs. Click the Save Report icon.
Report Name: Monthly Income/Expense Chart
Save in: use the drop down arrow and select (create new report folder),
Name: Farm Reports

OK
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Exit the Income/Expense by Category window by clicking on the X in the upper right corner.
To view a chart showing how money has been spent throughout the year, close the current
Report window and click
Reports
Spending
Spending by Category

Select the Date range: Yearly and 2011 with the Column: None. To focus on farm
expenditures, click on

Customize — gear icon

Title: Farm Spending by Category

Click on the Tags tab

Remove the check mark from Family Living.

OK
Spending by Category - 2011
D ate range: IYea”}, ;I IZDH LI Coluran: Naone LI
1/1/2011 through 12312011
w
=
I M Fertilizer & Lime $10,526.73 18.08%
| Repairs and Maintenance $5,181.50 14.06%
[l Farm Interest Expense:Farm Mortgage $5,109,00 13.93%
M Rent:Land $8,055.00  13.84%
W Gas, Fuel, 80, Farm $6,743.00  11.58%
| Uncategorized $6,153,33 10.57%
B Labor Hired §5,076.00  8.72%
Bl Cther Yeterinary $1,756.50 3.02%
[ Feed Purchased $1,635.00 2.81%
[ Farm Interest Expense:Farm Inkerest Other $603.61 1.04%
W Other $1,367.56  2.35%
Tatal $58,207.23
Show Report 1

If you want to view the report along with the graph, click on Show Report at the bottom\
right of the screen.
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B = [ Fea aa
Farm Spending by Category - 2011
D ate range: |Year|y ﬂ |2U'I1 ﬂ Cojurnr: m
1/1/2011 through 12/31/2011
Hide Graph -v_,—
B Fertilizer & Lime £10,526.73 18.08% =
Repairs and Maintenance &83,181.50 14.06% | |
| Farm Interest Expense:Farm Mortgage 58,109.00 13.93%
B Rent:Land £8,055.00 13.84% |-
M Gas, Fuel, &Cil, Farm $6,743.00 11.58% |
Uncategorized 85,153.33 10.57%
M Labor Hired £5,076.00 8.72% L
M Other Veterinary £1,756.50 3.02%
W Feed Purchased $1,635.00 2.81%: -
Total £58,207.23
| Expandall || collapseall | Hide Report —:’,—
1fif2011-
Category 12312011
o~
{1l Uncategorized 6,153.33 i
{1l custom Hire 428,60
El {ilt Dues 24.00
1|l|_Farm Dues 24,00 L
E {1l Farm Interest Expense B,712.61 5
{iln Farm Interest Other 603.61
{1l Farm Martgage 8,103.00
{ila Feed Purchased 1,635.00
{ih Fertilizer & Lime 10,526.73 m
{ily Freight and Trucking 186.20
{ily Gas, Fuel, &0il, Farm 6,743.00
{ih Labor Hired 5,076.00
{ulln Misc £2.01
El il Other Expenses 559.00
{1l Farm Expenses Other 559,00

Click on the Collapse All button to show totals only in the report.
Click on Save report icon and choose the Farm Reports Folder.
Close the Spending Report Category window.

To view your saved reports and graphs, click
Reports
Reports and Graph Center (or My Saved Reports & Graphs)

Back Up Data

Quicken automatically saves the data that you have entered in the file on which you have
been working as you enter transactions. However, regularly save a backup copy on a compact
disc (CD), DVD, or thumb drive in the event of computer hardware problems. Instructions for
backing up your data on a CD are given later in the manual. Since we copied the LONDON12
file to the C: drive earlier and have been working from that file, we will back up our data on the

D: drive. To back up your data, be sure your CD is in the computer and complete the information
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as indicated on the following screen. You can utilize the browse buttons to select both the file
you want to back up and the backup location.
Select

File
Backup and Restore (or press Ctrl+B)
Back up Quicken File

Quicken Backup

Current data file name: LOMD 12 test. QDF
Backup file name: LOND 12, QDF-backup

[ Add date to badwp file name
This may help you identify the latest backup.

{* Back up on my computer or hard drive {CD, hard drive, thumb drive)

Backup File:
| D:\LOND 12, QDF-backup ~| | change..
" Use Quicken Online Backup Quicker [T
4
Protect all your most important data with Quicken Online Backup. For pennies Back ‘
a day, you can securely store your data online,
Learn mare. ., I am already an Online Backup customer
2 Back up Now Cancel

Note: Clicking the Add the date to backup file name attaches the date to the file
name for easier reference. This may not work if you are using certain removable
data storage (zip, thumb drive) as it may not be able to handle a file name of
more than 8 characters.

Click Back up Now
You should receive a message that the file has been backed up successfully.
Click OK
Now, click File
Exit (This closes the Quicken program.)
Note: It would be wise to back up your information on multiple CDs and back

up often. Alternate the disks that you use so that you minimize the potential loss
of information due to faulty disks
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CONGRATULATIONS! You have now completed the basic Quicken workshop for farm
financial records! Hopefully, you will want to apply your newly learned skills to your own
farming operation. Refer to this tutorial and the Quicken manual for assistance in setting up your
own record keeping system.
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StandardCategoryList

10/18/2011 - Paae 1
Cateaorv Tvpe Description Tax Line Item Hide
Div Income Income Dividend Income Schedule B:Dividend income T
Interest Inc Income Interest Income Schedule B:Interest income T
Net Salary Income Your net pavcheck...
Net Salary Spouse Income Spouse's net pavec...
Other Inc Income Other Income Form 1040:Other income. misc. T
Auto & Transport Expense Auto & Transport
Auto Insurance Expense Auto Insurance
Auto Pavment Expense Auto Pavment
Car Wash Expense Car Wash
Gas & Fuel Expense Gas & Fuel
Parkina Expense Parkina
Public Transportation Expense Public Transportati...
Reaistration Expense Reaistration for vo... Schedule A:Personal property taxes T
Service & Parts Expense Service & Parts
Tolls Expense Tolls for hiahways....
Bills & Utilities Expense Bills & Utilities
Credit Card Pavment Expense Credit Card Pavm...
Home Phone Expense Home Phone
Internet Expense Internet
Mobile Phone Expense Mobile Phone
Television Expense Television
Utilities Expense Utilities such as G...
Cash & ATM Expense Cash & ATM
Deposit to Savings Expense A deposit or transf...
Education Expense Education
Books & Supplies Expense Books & Supplies
Student Loan Expense Student Loan
Tuition Expense Tuition
Entertainment Expense Entertainment
Amusement Expense Amusement
Arts Expense Arts
Movies & DVDs Expense Movies & DVDs
Music Expense Music
Newspaper & Magaz... Expense Newspaper & Maa...
Fees & Charges Expense Fees & Charaes
ATM Fee Expense ATM Fee
Bank Fee Expense Bank Fee
Late Fee Expense Late Fee
Service Fee Expense Service Fee
Trade Commissions Expense Trade Commissions
Financial Expense Financial
Financial Advisor Expense Financial Advisor Schedule A:Investment manaagement f...
Life Insurance Expense Life Insurance
Food & Dining Expense Food & Dining
Alcohol & Bars Expense Alcohol & Bars
Coffee Shops Expense Coffee Shops
Fast Food Expense Fast Food
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StandardCategoryList

10/18/2011 Page 2
Cateqory Tvpe Description Tax Line Item Hide
Groceries Expense Groceries
Restaurants Expense Restaurants
Gifts & Donations Expense Gifts & Donations
Charity Expense Charity Schedule A:Cash charity contributions T
Gift Expense Gift
Health & Fitness Expense Health & Fitness
Dentist Expense Dentist Schedule A:Doctors. dentists. hospital...
Doctor Expense Doctor Schedule A:Doctors. dentists. hospital...
Evecare Expense Evecare Schedule A:Doctors. dentists. hospital...
Gvm Expense Gvm
Health Insurance Expense Health Insurance
Pharmacy Expense Pharmacy
Sports Expense Sports
Home Expense Home
Furnishinas Expense Furnishinas
HOA Dues Expense Homeowner's Ass...
Home Improvement Expense Home Improvement
Home Insurance Expense Home Insurance
Home Services Expense Home Services
Home Supplies Expense Home Supplies
Lawn & Garden Expense Lawn & Garden
Mortaaae & Rent Expense Mortaaae & Rent
Mortaaae Interest Expense The interest portio... Schedule A:Home mortaaae interest (1...
Interest Exp Expense Finance charaes. |i...
IRA Contribution Expense IRA Contribution Form 1040:IRA contribution. self T
Kids Expense Kids
Allowance Expense Allowance
Baby Supnplies Expense Baby Supplies
Babysitter & Davcare Expense Babvsitter & Davc... Form 2441:Qualifving childcare expen...
Child Support Expense Child Support
Kids Activities Expense Kids Activities
Tovs Expense Tovs
Misc. Expense Miscellaneous Exp...
Not Sure Expense Expenses | am not...
Personal Care Expense Personal Care
Hair Expense Hair
Laundry Expense Laundry
Spa & Massaae Expense Spa & Massaae
Pets Expense Pets
Pet Food & Supplies  Expense Pet Food & Supplies
Pet Groomina Expense Pet Grooming
Vet Expense Vet
Shopping Expense Shoppina
Books Expense Books
Clothina Expense Clothina
Electronics & Software Expense Electronics & Soft...
Hobbies Expense Hobbies
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StandardCategoryList

10/18/2011 Paae 3
Cateaorv Tvpe Description Tax Line Item Hide
Sportina Goods Expense Sportina Goods
Tax Expense Taxes T
Property Expense Property Tax Schedule A:Real estate taxes T
Travel Expense Travel
Air Travel Expense Air Travel
Hotel Expense Hotel
Rental Car & Taxi Expense Rental Car & Taxi
Vacation Expense Vacation

43


ckareta
Typewritten Text

ckareta
Typewritten Text

ckareta
Typewritten Text
Standard Category List

ckareta
Typewritten Text


Busines<CategoryList

10/18/2011 - Paage 1
Cateaorv Tvpe Description Tax Line Item Hide
Consulting Income (Bu... |ncome Consultina Income fo... Schedule C:Gross receipts or sales T
Other Income (Business) Income Other Business Income Schedule C:Other business income T
Sales (Business) Income Gross Sales for your ... Schedule C:Gross receipts or sales T
Advertising (Business)  Expense Advertisina expensse... Schedule C:Advertising T
Car & Truck (Business)  Expense Car & Truck expense... Schedule C:Car and truck expenses T
Discounts (Business) Expense Discount expense for ... Schedule C:Returns and allowances T
Insurance (Business) Expense Business insurance (... Schedule C:Insurance. other than health T
Meals & Entertainment (... Expense Meals & Entertainme... Schedule C:Meals and entertainment T
Misc. Expense (Busines... Expense Misc. Business Expe... Schedule C:Other business expenses T
Not Sure, Biz Expense Schedule C Expense ... Schedule C:Unspecified Business Expe...
Office Expenses (Busin... Expense Office Expenses for v... Schedule C:Office expenses T
Postage and Delivery (B... Expense Postage and Delivery... Schedule C:Other business expenses T
Printing and Reproducti... Expense Printina and Reprodu... Schedule C:Other business expenses T
Prof and Legal Fees Expense Professional and Lea... Schedule C:Leaal and professional fees T
Supplies (Business) Expense Supplies for vour busi... Schedule C:Supplies (not from COGS) T
Taxes (Business) Expense Taxes & Licenses for ... Schedule C:Taxes and licenses T

Licenses (Business) Expense Licenses for vour bus... Schedule C:Taxes and licenses T

Local Tax (Business) Expense Local Tax on vour bu... Schedule C:Taxes and licenses T
Travel (Business) Expense Business Travel Expe... Schedule C:Travel T
Utilities (Business) Expense Business Utilities Schedule C:Utilities T

Internet (Business) Expense Internet Connection e... Schedule C:Utilities T

Telephone (Business) Expense Telephone expenses ... Schedule C:Utilities T
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InvestmentCategonyList

10/18/2011 - Paae 1
Cateaorv Tvpe Description Tax Line ltem Hide
_Divinc Income Dividend Schedule B:Dividend income T H
_DivincTaxFree Income Tax-Free Dividend Schedule B:Div. income. non-taxable T H
_EmpStkOptinc Income Emplovee Stock Opti... W-2:Salarv or waaes. self T H
_EmpStkOptincSpouse  Income Emplovee Stock Opti... W-2:Salarv or waaes. spouse T H
_ESPP Self Income Income ESPP Self Income W-2:Salary or wages. self T H
_ESPP Spouse Income  |ncome ESPP Spouse Income  W-2:Salarv or waaes. spouse T H
_Intinc Income Investment Interest In... Schedule B:Interest income T H
_IntincTaxFree Income Tax-Free Inv Interest ... Schedule B:Int. income. non-taxable T H
_LT CapGnDst Income Lona Term Cap Gain ... Schedule D:Div. income. cap aain distrib...  H
_MT CapGnDst Income Mid Term Cap Gain D... Schedule D:Div. income. cap gain distrib... ~ H
_RlzdGain Income Realized Gain/Loss T H
_ST CapGnDst Income Short Term Cap Gain... Schedule B:Dividend income T H
_UnrizdGain Income Unrealized Gain/Loss H
_Accrued Int Expense Accrued Interest Schedule B:Interest income T H
_Accrued Int TaxFree Expense Tax-Free Accrued Int... Schedule B:Int. income. non-taxable T H
_IntExp Expense Investment Interest E... Form 4952:Investment interest expense T H
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RentsandRoyaltiesCategoryList

10/18/2011 - Paage 1
Cateaorv Tvpe Description Tax Line Item Hide
Rents Received Income Rents Received Schedule E:Rents received T

Royalties Received Income Rovalties Received Schedule E:Rovalties received T

Security Deposit Forfeit  Income Security Deposit Forfeit Schedule E:Rents received T

Tenant Late Fee (Rental) |ncome Late Fee on Rents fro... Schedule E:Rents received T

Adbvertising (Rental) Expense Advertisina for Rental... Schedule E:Advertisina T

Auto and Travel (Rental) Expense Auto and Travel expe... Schedule E:Auto expense T

Cleaning and Maintena... Expense Cleanina and Mainten... Schedule E:Cleanina and maintenance T
Commissions (Rental) Expense Commissions on Ren... Schedule E:Commissions T

HOA Dues (Rental) Expense Homeowners Associa... Schedule E:Other expenses T

Legal & Professional Fe... Expense Leqal & Professional ... Schedule E:Leqal and professional fees T
Management Fees (Ren... Expense Management Fees on... Schedule E:Management fees T
Mortgage Interest Expe... Expense Mortaaage Interest Ex... Schedule E:Mortaaage interest expense T
Not Sure, Rental Expense Schedule E Expense.... Schedule E:Unspecified Rental Expense T
Other Expenses (Rental) Expense Other Expenses on R... Schedule E:Other expenses T

Other Interest Expense ... Expense Other Interest Expens... Schedule E:Other interest exnense T
Rental Insurance (Rental) Expense Insurance on Rental ... Schedule E:Insurance T

Repairs (Rental) Expense Repairs on Rental Pr... Schedule E:Repairs T

Supplies (Rental) Expense Supplies for Rental P... Schedule E:Supplies T

Taxes (Rental) Expense Taxes on Rental Prop... Schedule E:Taxes T

Utilities (Rental) Expense Water, Gas, Electric ... Schedule E:Utilities T
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FarmCategorylList

10/18/2011 - Paae 1
Cateaorv Tvpe Description Tax Line Item Hide
Capital Sales, Farm Income Capital Sales T
CCC Loans Forfeited Income CCC Loans Forfeited/... Schedule F:CCC loans forfeited or repai...
CCC Received Income CCC Loans Received  Schedule F:CCC loans reported/election T
Co-op Distributions Income Co-op Distributions Schedule F:Total co-op. distributions T
Crop Insurance Benefits  |ncome Crop Insurance Bene... Schedule F:Crop ins. proceeds received T
Crop Insurance Deferre... |ncome Crop Insurance Proc... Schedule F:Crop ins. proceeds deferred T
Custom Income, Farm Income Custom Hire Income Schedule F:Custom hire income T
Government Payments  |ncome Govt. proaram pavme... Schedule F:Aaricultural proaram pavme...
Livestock Resale Income Resales of purch lvstk  Schedule F:Resales of livestock/items T
Stocker Steers Income Stocker Steers Schedule F:Resales of livestock/items T
Margin Income Income Marqin Income Schedule F:Other farm income T
Marketing Income Income Marketina Income Schedule F:Other farm income T
Other Farm Income Income Other Farm Income Schedule F:Other farm income T
Raised Sales Income Schedule F:Sales livestock/product raise...
Grain Income Sale of Raised Grain Schedule F:Sales livestock/product raise...
Livestock Income Sale of Raised Livest... Schedule F:Sales livestock/product raise...
Other Products Income Sale of Other Raised ... Schedule F:Sales livestock/product raise...
Capital Purchases Expense Capital Purchases, F... T
Car & Truck, Farm Expense Farm Vehicles Schedule F:Car and truck expenses T
Chemicals Expense Aa Chemicals Schedule F:Chemicals T
Conservation Expense Conservation Expense Schedule F:Conservation expenses T
Consultants, Farm Expense Consulting Expense Schedule F:Other farm expenses T
Custom Hire Expense Custom Hire Expense  Schedule F:Custom hire exoenses T
Dues Expense Dues Schedule F:Other farm expenses T
Farm Dues Expense Farm Dues Schedule F:Other farm expenses
Employee Benefits, Farm Expense Emplovee Benefits Schedule F:Employee benefit proarams T
Farm Interest Expense Expense Interest Expense Schedule F:Interest expense. other T
Farm Interest Other Expense Interest (not mortaaae) Schedule F:Interest expense, other T
Farm Mortaaae Expense Farm Mortaage Interest Schedule F:Interest expense, mortgaae T
Feed Purchased Expense Feed Purchased Schedule F:Feed purchased T
Fertilizer & Lime Expense Fertilizer and Lime Schedule F:Fertilizers and lime T
Freight and Trucking Expense Freiaht and Truckina ~ Schedule F:Freiaht and truckina T
Gas, Fuel, & Oil, Farm Expense Gas. Fuel. Oil Schedule F:Gasoline. fuel. and oil T
Insurance Expense Insurance
Farm Insurance Expense Liability, Disabilitv, et... Schedule F:Insurance, other than health T
Labor Hired Expense Labor Hired Schedule F:Labor hired T
Livestock Basis Expense Resale Livestock Cos... Schedule F:Cost of resale livestock/item...
Margin Expense Expense Marain Expense Schedule F:Other farm expenses T
Marketing Expense Expense Marketina Expense Schedule F:Other farm expenses T
Office Expense Office Expenses T
Farm Office Expense Farm Office Expense Schedule F:Other farm expenses T
Other Expenses Expense Other Expenses T
Farm Expenses Other Expense Other Farm Expenses  Schedule F:Other farm expenses T
Pension & Profit Sharin... Expense Contribution to Empl... Schedule F:Pension/profit sharina plans T
Rent Expense T
Land Expense Land Rental Expenses Schedule F:Rent/lease land. animals T
Livestock Expense Rent Animals. Misc. Schedule F:Rent/lease land. animals T
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FarmCategoryList

Page 2
Tax Line Item Hide

10/18/2011
Cateaorv Tvpe Description
Vehicles. Machinerv. E... Expense Rent Vehicle.Mach. E...
Repairs and Maintenance Expense Repairs
Seed and Plants Expense Seeds and Plants Pur...
Storage and Warehousi... Expense Storage & Warehousi...
Subscriptions Expense Subscriptions
Farm Subscriptions Expense Farm Subscriptions
Supplies Expense Supplies
Tax Expense Taxes
Farm Propertvy Taxes Expense Farm Propertvy Taxes
Farm Taxes Other Expense Other Farm Taxes
Utilities Expense Water, Gas, Electric
Farm Utilities Expense Farm Utilities
Veterinary Expense Veterinary fees & med
Breedina Fees Expense Semen, Al Services
Medicine Expense Livestock Medicine
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Schedule F:Supplies purchased T
T

Schedule F:Taxes T

Schedule F:Taxes T

Schedule F:Utilities T

Schedule F:Vet, breedina, and medicine T
Schedule F:Vet, breedina. and medicine T
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Transaction
2/1/2011 through 4/1/2011

10/31/2011 Page 1
Date Account Num Description Memo Category Tag Cir Amount

BALANCE 1/31/2011 -98,657.39
2/1/2011 Checking 733 Mytown Res... Dining Family... R -15.00
2/2/2011 Checking DEP ...Julie London Salary Spouse Family... R 923.07
Tax Spouse:... Family... R -87.00

Tax Spouse:... Family... R -57.23

Tax Spouse:... Family... R -25.85

Tax Spouse:... Family... R -13.38

2/5/2011 Checking EFT Manulife Insurance Family... R -32.59
2/7/2011 Checking 734 Southwester... Utilities:Tele... Family... R -96.25
2/7/2011 Checking 735 Eastside Cle... Clothing Family... R -24.10
2/12/2011 Checking 736 St. Andrew ... Charity Family... R -30.00
2/14/2011 Checking 737 James Herriot Veterinary CowCalf R -508.00
2/15/2011 Checking 738 REC Utilities Family... R -35.07
2/16/2011 Checking I Interest Earn... Interest Inc  Family... R 412
2/16/2011 Checking SC Service Char... Bank Charge Family... R -1.00
2/16/2011 Checking DEP ...Julie London Salary Spouse Family... R 923.07
Tax Spouse:... Family... R -87.00

Tax Spouse:... Family... R -57.23

Tax Spouse:... Family... R -25.85

Tax Spouse:... Family... R -13.38

2/18/2011 Checking 740 Hometown H... Groceries Family... R -99.89
2/18/2011 Checking 739 St. Andrew ... Charity Family... R -30.00
2/18/2011 Checking 741 Tener's Clothing Family... R -27.77
2/19/2011 Checking 742 Hometown H...Groceries  Groceries Family... R -33.99
2/19/2011 Checking 743 St. Andrew ... Charity Family... R -30.00
2/21/2011 Checking 744 SKlondike Co-... Fertilizer & L... Wheat R -4,005.73
Gas, Fuel, &... CowCalf R -56.50

2/25/2011 Checking 747 REC Utilities Family... R -32.18
2/25/2011 Checking 746 ONG Utilities Family... R -57.00
2/25/2011 Checking 745 Cablevision Entertainment Family... R -18.30
2/28/2011 Checking 748 Yukon John ... Pickup Rep... Repairs and ... CowCalf R -20.00
2/28/2011 Checking 749 SJ& MFam ... Fertilizer & L... Wheat R -2,176.00
Gas, Fuel, &... CowCalf R -52.00

3/2/2011 Checking DEP ...Julie London Salary Spouse Family... R 923.07
Tax Spouse:... Family... R -87.00

Tax Spouse:... Family... R -57.23

Tax Spouse:... Family... R -25.85

Tax Spouse:... Family... R -13.38

3/5/2011 Checking EFT Manulife Insurance Family... R -32.59
3/8/2011 Checking DEP Steer Sales 28 hd @ 7.... Raised Sale... CowCalf R 18,375.00
3/8/2011 Checking DEP Heifer Sales 34 hd @ 7.... Raised Sale... CowCalf R 19,635.00
3/8/2011 Checking 754 Southwester... Utilities:Tele... Family... R -119.18
3/8/2011 Checking 751 OK Farm Bu... Insurance Family... R -330.90
3/8/2011 Checking 750 Eddie Electric Home Rpair Family... R -35.00
3/8/2011 Checking 752 Overhead D... Invoice 424...Home Repair Family... R -610.74
3/8/2011 Checking Pay down cr... [CrdtLine] R -30,000.00
3/8/2011 Checking 753 **VOID** R 0.00
3/14/2011 Checking 1013 Mastercard [Mastercard] R -118.40
3/16/2011 Checking DEP ...Julie London Salary Spouse Family... R 923.07
Tax Spouse:... Family... R -87.00
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Transaction

2/1/2011 through 4/1/2011
10/31/2011
Date Account Num Description Memo Category Tag Cir Amount
Tax Spouse:... Family... R -57.23
Tax Spouse:... Family... R -25.85
Tax Spouse:... Family... R -13.38
3/16/2011 Checking I Interest Earn... Interest Inc ~ Family... R 4.72
3/16/2011 Checking SC Service Char... Bank Charge Family... R -1.00
3/17/2011 Checking 755 Penney's Clothing Family... R -32.00
3/18/2011 Checking 756 St. Andrew ... Charity Family... R -30.00
3/19/2011 Checking 757 Rafter H Tru... 98 miles @... Freight and ... CowCalf R -186.20
3/20/2011 Checking 758 Hometown H... Groceries Family... R -176.43
3/23/2011 Checking 759 Eastside Clothing Family... R -8.00
3/23/2011 Checking 760 Hometown H... Groceries Family... R -71.83
3/25/2011 Checking 761 St. Andrew ... Charity Family... R -30.00
3/29/2011 Checking 765 Klondike Co-... Gas, Fuel, &... CowCalf R -56.50
3/29/2011 Checking 763 REC Utilities Family... R -29.56
3/29/2011 Checking 764 ONG Utilities Family... R -47.81
3/29/2011 Checking 766 Postmaster Misc Family... R -32.18
3/30/2011 Checking 773 Klondike Co-... Gas, Fuel, &... CowCalf R -52.00
3/30/2011 Checking 769 Yukon John ... Repairs and ...CowCalf R -20.00
3/30/2011 Checking DEP Deposit ASC... Government ...Wheat R 3,112.00
3/30/2011 Checking 770 Hi Pro Anim... Veterinary CowCalf R -283.00
3/30/2011 Checking DEP ...Julie London Salary Spouse Family... R 923.07
Tax Spouse:... Family... R -87.00
Tax Spouse:... Family... R -57.23
Tax Spouse:... Family... R -25.85
Tax Spouse:... Family... R -13.38
3/30/2011 Checking 772 Southwester... Utilities:Tele... Family... R -99.58
3/30/2011 Checking 771 Mytown New...4-10 to 10-... Subscriptions Family... R -45.00
3/30/2011 Checking 767 St. Andrew ... Charity Family... R -30.00
3/30/2011 Checking 768 Cablevision Entertainment Family... R -18.30
3/31/2011 Checking Pay down cr... [CrdtLine] R -10,240.00
4/1/2011 Checking 774 Annie Accou... Consultants,... Family... R -150.00
4/1/2011 Checking 775 Atwood's Misc CowCalf R -62.01
4/1/2011 Checking Beyond Har... Riding lawn...Misc Family... R -1,995.56
3/14/2011 Mastercard Mastercard [Checking] 118.40
3/8/2011 CrdtLine Pay down cr... [Checking] 30,000.00
3/31/2011 CrdtLine Pay down cr... [Checking] 10,240.00
2/1/2011 - 4/1/2011 32,862.15
BALANCE 4/1/2011 -65,795.24
TOTAL INFLOWS 86,104.59
TOTAL OUTFLOWS -53,242.44
NET TOTAL 32,862.15
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Cash Flow - 2011
1/1/2011 throuah 12/31/2011
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10/18/2011 Paae 1
1/1/2011-
Cateqory 12/31/2011
INFLOWS
Uncateaorized 739.61
Capital Sales. Farm 10.000.00
Co-op Distributions 27.67
Government Pavments 3.112.00
Interest Inc 92.73
Raised Sales
Grain 42,169.64
Livestock 38.010.00
TOTAL Raised Sales 80.179.64
Salarv 500.00
Salarv Spouse 22.893.29
TOTAL INFLOWS 117,544.94
OUTFLOWS
Uncateqorized 6.931.87
Auto 262.88
Service 182.58
TOTAL Auto 445.46
Bank Charae 14.80
Charity 1.185.00
Clothina 998.27
Consultants, Farm 150.00
Custom Hire 428.60
Dinina 414.36
Dues
Farm Dues 24.00
TOTAL Dues 24.00
Entertainment 3.281.02
Farm Interest Expense
Farm Interest Other 603.61
Farm Mortgage 8.109.00
TOTAL Farm Interest Expense 8.712.61
Feed Purchased 1.635.00
Fertilizer & Lime 10.526.73
Freiaht and Truckina 186.20
Gas, Fuel, & Oil, Farm 6.743.00
Gifts 426.66
Groceries 2,617.73
Home Repair 1.585.74
Home Rpair 35.00
Household 157.64
Insurance 2.816.99
Labor Hired 5.076.00
Medical 533.79
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Cash Flow - 2011

1/1/2011 throuah 12/31/2011
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1/1/2011-
Cateqory 12/31/2011
Misc 2.289.08
Other Expenses
Farm Expenses Other 559.00
TOTAL Other Expenses 559.00
Rent
Land 8.055.00
TOTAL Rent 8.055.00
Repairs and Maintenance 8.196.50
Subscriptions 60.00
Tax
Fed 52.00
Medicare 6.25
SDI 0.00
Soc Sec 31.00
State 18.50
TOTAL Tax 107.75
Tax Spouse
Fed 2.088.00
Medicare 321.12
Soc Sec 1.373.52
State 975.40
TOTAL Tax Spouse 4,758.04
Utilities 1.311.16
Telephone 684.40
TOTAL Utilities 1.995.56
Veterinarv 1.756.50
TOTAL OUTFLOWS 82,703.90
OVERALL TOTAL 34,841.04
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London Monthly Cash Flow - 2011
1/1/2011 through 12/31/2011

Rent
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10/20/2011 Page 1
1/1/2011- 2/1/2011- 3/1/2011- 4/1/2011-
Category 1/31/2011 2/28/2011 3/31/2011 4/30/2011
INFLOWS

Uncategorized 0.00 0.00 0.00 0.00
Capital Sales, Farm 10,000.00 0.00 0.00 0.00
Co-op Distributions 0.00 0.00 0.00 0.00
Government Payments 0.00 0.00 3,112.00 0.00
Interest Inc 0.00 412 472 6.31
Raised Sales

Grain 0.00 0.00 0.00 0.00

Livestock 0.00 0.00 38,010.00 0.00

TOTAL Raised Sales 0.00 0.00 38,010.00 0.00
Salary 0.00 0.00 0.00 500.00
Salary Spouse 1,846.14 1,846.14 2,769.21 1,846.14
TOTAL INFLOWS 11,846.14 1,850.26 43,895.93 2,352.45

OUTFLOWS

Uncategorized 0.00 0.00 0.00 0.00
Auto 0.00 0.00 0.00 0.00

Service 0.00 0.00 0.00 0.00

TOTAL Auto 0.00 0.00 0.00 0.00
Bank Charge 0.00 1.00 1.00 1.00
Charity 135.00 90.00 90.00 90.00
Clothing 27.80 51.87 40.00 0.00
Consultants, Farm 0.00 0.00 0.00 150.00
Custom Hire 0.00 0.00 0.00 0.00
Dining 15.00 15.00 0.00 64.75
Dues

Farm Dues 0.00 0.00 0.00 0.00

TOTAL Dues 0.00 0.00 0.00 0.00
Entertainment 18.29 18.30 18.30 9.51
Farm Interest Expense

Farm Interest Other 0.00 0.00 0.00 603.61

Farm Mortgage 0.00 0.00 0.00 0.00

TOTAL Farm Interest Expense 0.00 0.00 0.00 603.61
Feed Purchased 897.00 0.00 0.00 0.00
Fertilizer & Lime 0.00 6,181.73 0.00 0.00
Freight and Trucking 0.00 0.00 186.20 0.00
Gas, Fuel, & Oil, Farm 108.50 108.50 108.50 102.00
Gifts 0.00 0.00 0.00 103.44
Groceries 316.88 133.88 248.26 181.93
Home Repair 0.00 0.00 610.74 0.00
Home Rpair 0.00 0.00 35.00 0.00
Household 0.00 0.00 0.00 0.00
Insurance 32.59 32.59 363.49 32.59
Labor Hired 0.00 0.00 0.00 0.00
Medical 70.00 0.00 0.00 20.00
Misc 0.00 0.00 32.18 2,080.02
Other Expenses

Farm Expenses Other 0.00 0.00 0.00 0.00

TOTAL Other Expenses 0.00 0.00 0.00 0.00



London Monthly Cash Flow - 2011
1/1/2011 through 12/31/2011
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10/20/2011 Page 2
1/1/2011- 2/1/2011- 3/1/2011- 4/1/2011-
Category 1/31/2011 2/28/2011 3/31/2011 4/30/2011
Land 0.00 0.00 0.00 0.00
TOTAL Rent 0.00 0.00 0.00 0.00
Repairs and Maintenance 66.00 20.00 20.00 20.00
Subscriptions 0.00 0.00 45.00 0.00
Tax
Fed 0.00 0.00 0.00 52.00
Medicare 0.00 0.00 0.00 6.25
SDI 0.00 0.00 0.00 0.00
Soc Sec 0.00 0.00 0.00 31.00
State 0.00 0.00 0.00 18.50
TOTAL Tax 0.00 0.00 0.00 107.75
Tax Spouse
Fed 174.00 174.00 261.00 174.00
Medicare 26.76 26.76 40.14 26.76
Soc Sec 114.46 114.46 171.69 114.46
State 51.70 51.70 77.55 406.70
TOTAL Tax Spouse 366.92 366.92 550.38 721.92
Utilities 61.66 124.25 77.37 64.23
Telephone 0.00 96.25 218.76 0.00
TOTAL Utilities 61.66 220.50 296.13 64.23
Veterinary 0.00 508.00 283.00 0.00
TOTAL OUTFLOWS 2,115.64 7,748.29 2,928.18 4,352.75
OVERALL TOTAL 9,730.50 -5,898.03 40,967.75 -2,000.30



London Cash Flow by Enterprise - 2011
1/1/2011 through 12/31/2011
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10/20/2011 Page 1
Untagged Trans... CowcCalf Family Living Overhead Wheat OVERALL
Category TOTAL
INFLOWS
Uncategorized 0.00 0.00 0.00 0.00 0.00 0.00
Capital Sales, Farm 10,000.00 0.00 0.00 0.00 0.00 10,000.00
Co-op Distributions 0.00 0.00 0.00 27.67 0.00 27.67
Government Payments 0.00 0.00 0.00 0.00 3,112.00 3,112.00
Interest Inc 0.00 0.00 92.73 0.00 0.00 92.73
Raised Sales
Grain 0.00 0.00 0.00 0.00 42,169.64 42,169.64
Livestock 0.00 38,010.00 0.00 0.00 0.00 38,010.00
TOTAL Raised Sales 0.00 38,010.00 0.00 0.00 42,169.64 80,179.64
Salary 500.00 0.00 0.00 0.00 0.00 500.00
Salary Spouse 0.00 0.00 23,816.36 0.00 0.00 23,816.36
TOTAL INFLOWS 10,500.00 38,010.00 23,909.09 27.67 45,281.64 117,728.40
OUTFLOWS
Uncategorized 0.00 0.00 778.54 6,153.33 0.00 6,931.87
Auto 0.00 0.00 262.88 0.00 0.00 262.88
Service 0.00 0.00 182.58 0.00 0.00 182.58
TOTAL Auto 0.00 0.00 445.46 0.00 0.00 445.46
Bank Charge 0.00 0.00 14.80 0.00 0.00 14.80
Charity 0.00 0.00 1,185.00 0.00 0.00 1,185.00
Clothing 0.00 0.00 998.27 0.00 0.00 998.27
Consultants, Farm 0.00 0.00 150.00 0.00 0.00 150.00
Custom Hire 0.00 0.00 0.00 0.00 428.60 428.60
Dining 0.00 0.00 414.36 0.00 0.00 414.36
Dues
Farm Dues 0.00 0.00 0.00 24.00 0.00 24.00
TOTAL Dues 0.00 0.00 0.00 24.00 0.00 24.00
Entertainment 0.00 0.00 3,281.02 0.00 0.00 3,281.02
Farm Interest Expense
Farm Interest Other 0.00 0.00 0.00 603.61 0.00 603.61
Farm Mortgage 0.00 0.00 0.00 8,109.00 0.00 8,109.00
TOTAL Farm Interest Expense 0.00 0.00 0.00 8,712.61 0.00 8,712.61
Feed Purchased 0.00 1,635.00 0.00 0.00 0.00 1,635.00
Fertilizer & Lime 0.00 0.00 0.00 0.00 10,526.73 10,526.73
Freight and Trucking 0.00 186.20 0.00 0.00 0.00 186.20



London Cash Flow by Enterprise - 2011
1/1/2011 through 12/31/2011

10/20/2011 Page 2
Untagged Trans... CowcCalf Family Living Overhead Wheat OVERALL
Category TOTAL
Gas, Fuel, & Oil, Farm 0.00 801.00 0.00 0.00 5,942.00 6,743.00
Gifts 0.00 0.00 426.66 0.00 0.00 426.66
Groceries 0.00 0.00 2,617.73 0.00 0.00 2,617.73
Home Repair 0.00 0.00 1,585.74 0.00 0.00 1,585.74
Home Rpair 0.00 0.00 35.00 0.00 0.00 35.00
Household 0.00 0.00 157.64 0.00 0.00 157.64
Insurance 0.00 0.00 2,816.99 0.00 0.00 2,816.99
Labor Hired 0.00 0.00 0.00 0.00 5,076.00 5,076.00
Medical 0.00 0.00 533.79 0.00 0.00 533.79
Misc 0.00 62.01 2,227.07 0.00 0.00 2,289.08
Other Expenses
Farm Expenses Other 0.00 331.00 0.00 0.00 228.00 559.00
TOTAL Other Expenses 0.00 331.00 0.00 0.00 228.00 559.00
Rent
Land 0.00 1,575.00 0.00 0.00 6,480.00 8,055.00
TOTAL Rent 0.00 1,575.00 0.00 0.00 6,480.00 8,055.00
Repairs and Maintenance 0.00 696.00 15.00 0.00 7,485.50 8,196.50
Subscriptions 0.00 0.00 60.00 0.00 0.00 60.00
Tax
Fed 52.00 0.00 0.00 0.00 0.00 52.00
Medicare 6.25 0.00 0.00 0.00 0.00 6.25
SDI 0.00 0.00 0.00 0.00 0.00 0.00
Soc Sec 31.00 0.00 0.00 0.00 0.00 31.00
State 18.50 0.00 0.00 0.00 0.00 18.50
TOTAL Tax 107.75 0.00 0.00 0.00 0.00 107.75
Tax Spouse
Fed 0.00 0.00 2,175.00 0.00 0.00 2,175.00
Medicare 0.00 0.00 334.50 0.00 0.00 334.50
Soc Sec 0.00 0.00 1,430.75 0.00 0.00 1,430.75
State 0.00 0.00 1,001.25 0.00 0.00 1,001.25
TOTAL Tax Spouse 0.00 0.00 4,941.50 0.00 0.00 4,941.50
Utilities 0.00 0.00 1,311.16 0.00 0.00 1,311.16
Telephone 0.00 0.00 684.40 0.00 0.00 684.40
TOTAL Utilities 0.00 0.00 1,995.56 0.00 0.00 1,995.56
Veterinary 0.00 1,756.50 0.00 0.00 0.00 1,756.50
TOTAL OUTFLOWS 107.75 7,042.71 24,680.13 14,889.94 36,166.83 82,887.36
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London Cash Flow by Enterprise - 2011
1/1/2011 through 12/31/2011

10/20/2011 Page 3
Untagged Trans... CowCalf Family Living Overhead Wheat OVERALL
Category TOTAL
OVERALL TOTAL 10,392.25 30,967.29 -771.04 -14,862.27 9,114.81 34,841.04

57



Tax Schedule - Current Year
1/1/2011 through 12/31/2011

Page 1

10/20/2011
Date Account Num Description Memo Category Tag Clir Amount

Schedule A

Medicine and drugs -533.79
1/29/2011 Checking 727 Dan Dentist Medical Family Living R -70.00
4/12/2011 Checking 781 Mytown Medic... Medical Family Living R -20.00
8/12/2011 Checking 878 Albertson's Medical Family Living R -6.59
8/16/2011 Checking 881 Care Clinic Medical Family Living R -26.00
8/18/2011 Checking 888 Don Dentist, ... Exam & X-rays Medical Family Living R -225.00
8/19/2011 Checking 890 Care Clinic Medical Family Living R -6.50
9/17/2011 Checking 921 Care Clinic Medical Family Living R -30.00
9/30/2011 Checking 933 Care Clinic Medical Family Living R -13.00
10/9/2011 Checking 940 Alan's Pharm... Medical Family Living R -14.89
10/28/2011 Checking 948 Care Clinic Medical Family Living R -13.00
11/6/2011 Checking 960 Tiger Drug Medical Family Living R -28.19
11/25/2011 Checking 969 Care Clinic Medical Family Living R -13.00
11/29/2011 Checking 972 Tiger Drug Medical Family Living R -10.82
12/10/2011 Checking 985 Mytown Medic...Medical Medical Family Living R -56.80

Cash charity contributions -1,185.00
1/15/2011 Checking 717 St. Andrew C... Charity Family Living R -30.00
1/21/2011 Checking 722 St. Andrew C... Charity Family Living R -30.00
1/21/2011 Checking 723 4-H Scholarsh... Charity Family Living R -25.00
1/28/2011 Checking 726 St. Andrew C... Charity Family Living R -30.00
1/30/2011 Checking 729 OSU Alumni ... Charity Family Living R -20.00
2/12/2011 Checking 736 St. Andrew C... Charity Family Living R -30.00
2/18/2011 Checking 739 St. Andrew C... Charity Family Living R -30.00
2/19/2011 Checking 743 St. Andrew C... Charity Family Living R -30.00
3/18/2011 Checking 756 St. Andrew C... Charity Family Living R -30.00
3/25/2011 Checking 761 St. Andrew C... Charity Family Living R -30.00
3/30/2011 Checking 767 St. Andrew C... Charity Family Living R -30.00
4/8/2011 Checking 779 St. Andrew C... Charity Family Living R -30.00
4/21/2011 Checking 784 St. Andrew C... Charity Family Living R -30.00
4/29/2011 Checking 793 St. Andrew C... Charity Family Living R -30.00
5/7/2011 Checking 799 St. Andrew C... Charity Family Living R -30.00
5/9/2011 Checking 802 St. Andrew C... Charity Family Living R -30.00
5/21/2011 Checking 806 St. Andrew C... Charity Family Living R -30.00
5/30/2011 Checking 820 St. Andrew C... Charity Family Living R -30.00
6/4/2011 Checking 824 St. Andrew C... Charity Family Living R -30.00
6/17/2011 Checking 833 St. Andrew C... Charity Family Living R -30.00
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Tax Schedule - Current Year
1/1/2011 through 12/31/2011

10/20/2011 Page 2
Date Account Num Description Memo Category Tag Clir Amount

6/24/2011 Checking 835 St. Andrew C... Charity Family Living R -30.00
7/1/2011 Checking 847 St. Andrew C... Charity Family Living R -30.00
8/2/2011 Checking 867 St. Andrew C... Charity Family Living R -30.00
8/17/2011 Checking 884 St. Andrew C... Charity Family Living R -30.00
8/19/2011 Checking 889 St. Andrew C... Charity Family Living R -30.00
8/26/2011 Checking 902 St. Andrew C... Charity Family Living R -30.00
9/10/2011 Checking 915 St. Andrew C... Charity Family Living R -30.00
9/23/2011 Checking 923 St. Andrew C... Charity Family Living R -30.00
9/24/2011 Checking 924 St. Andrew C... Charity Family Living R -30.00
10/1/2011 Checking 935 St. Andrew C... Charity Family Living R -30.00
10/7/2011 Checking 939 St. Andrew C... Charity Family Living R -30.00
10/28/2011 Checking 951 St. Andrew C... Charity Family Living R -30.00
10/28/2011 Checking 952 St. Andrew C... Charity Family Living R -30.00
11/2/2011 Checking 958 St. Andrew C... Charity Family Living R -30.00
11/18/2011 Checking 963 St. Andrew C... Charity Family Living R -30.00
11/19/2011 Checking 964 St. Andrew C... Charity Family Living R -30.00
11/25/2011 Checking 967 St. Andrew C... Charity Family Living R -30.00
12/4/2011 Checking 978 St. Andrew C... Charity Family Living R -30.00
12/10/2011 Checking 986 St. Andrew C... Charity Family Living R -30.00
12/17/2011 Checking 995 St. Andrew C... Charity Family Living R -30.00

Schedule B

Interest income 92.73
2/16/2011 Checking | Interest Earned Interest Inc Family Living R 4.12
3/16/2011 Checking | Interest Earned Interest Inc Family Living R 4.72
4/18/2011 Checking | Interest Earned Interest Inc Family Living R 6.31
5/16/2011 Checking | Interest Earned Interest Inc Family Living R 7.18
6/16/2011 Checking | Interest Earned Interest Inc Family Living R 5.08
7/19/2011 Checking | Interest Earned Interest Inc Family Living R 7.38
8/16/2011 Checking | Interest Earned Interest Inc Family Living R 5.31
9/19/2011 Checking | Interest Earned Interest Inc Family Living R 8.42
10/18/2011 Checking | Interest Earned Interest Inc Family Living R 3.45
11/16/2011 Checking | Interest Earned Interest Inc Family Living R 4.19
12/18/2011 Checking | Interest Earned Interest Inc Family Living R 3.23
12/29/2011 Checking DEP Interest from s... Interest Inc Family Living R 33.34

Schedule F

Sales livestock/product raised 80,179.64



Tax Schedule - Totals Only - 2011
1/1/2011 through 12/31/2011

10/20/2011 Page 1
Date Account Category Tag Clr Amount

Schedule A

Medicine and drugs -533.79
Cash charity contributions -1,185.00
Schedule B

Interest income 92.73
Schedule F

Sales livestock/product raised 80,179.64
Total co-op. distributions 27.67
Agricultural program payments 3,112.00
Custom hire expenses -428.60
Feed purchased -1,635.00
Fertilizers and lime -10,526.73
Freight and trucking -186.20
Gasoline, fuel, and oil -6,743.00
Interest expense, mortgage -8,109.00
Interest expense, other -603.61
Labor hired -5,076.00
Rent/lease land, animals -8,055.00
Repairs and maintenance -8,196.50
Vet, breeding, and medicine -1,756.50
Other farm expenses -733.00
W-2

Salary or wages, spouse 23,816.36
Federal tax withheld, spouse -2,175.00
Soc. Sec. tax withheld, spouse -1,430.75
Medicare tax withheld, spouse -334.50
State tax withheld, spouse -1,001.25
Federal tax withheld, self [Bill's Service] -52.00
Soc. Sec. tax withheld, self [Bill's Service] -31.00
Medicare tax withheld, self [Bill's Service] -6.25
State tax withheld, self [Bill's Service] -18.50
Local tax withheld, self [Bill's Service] 0.00
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Reconciling the Bank Statement

Reconciling a Quicken account with a bank statement serves as a good “check” on the
completeness and accuracy of your data entries. The reconciliation process includes:
e Entering information from your bank statement.

e Marking cleared transactions in the Statement Summary window. You may add missing
transactions or edit existing transactions as you go.

e Comparing the cleared balance with your bank ending balance to see whether a
difference exists.

If you are not currently reconciling your bank statements in Quicken, you should be!
This is why:

e Banks can make mistakes.

e |tis possible to type numbers incorrectly, duplicate transactions, or forget to record a
transaction.

¢ Identity theft is on the rise. Reconciling your account may help you to catch irregular
activity on your account, for example, transaction(s) you did not make, misuse of an
ATM card, or incorrect electronic transfers.

e Transactions must be reconciled for the Year-End Copy feature in Quicken to work

properly.

Using the LONDONZ12 file with the Checking register open, click the Account
Actions button at the top right of the check register screen then select Reconcile (or click Tools,
Reconcile an account...). Using the bank statement on the next page, enter the requested
information on the screen:

Reconcile Details

*Required fields

The last statement ending date; B/5/2012

Enter the following from your bank statement

Opening Balance; * |EL5'I1.42

B E

Ending Balance: * |5.634.23

Mew Statement Ending D ate: * |?.-"5f'2[|1 2

Categorize your interest and bank charges, if any

Service Charge:  |1.00 7| Date: |7/Er2mz [

Category: |Eank Charge E
Interest Eamed:  |2.44 :_ Date; [F/54/2012 B
Category: [Interest Ind] E

2) oK Cancel

OK
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NOWATER NATIONAL BANK AND TRUST COMPANY

Sixth and Main Streets e P.O. Box 2157 ¢ Nowater, Oklahoma 74076 e

(555) 397-2157

Offices in Nowater, Tulsa, and Oklahoma City ¢ Member F.D.I.C.

Statement Date: 07/05/12
Services available. Call for details.

Jack and Julie London

Rt. 1, Box 23

Nowater, OK 74076

Account No. 1-101-816

Deposits and other Credits

Date Cleared

6/15 391.25
6/30 391.25
7/05 244

Miscellaneous Debits

Checking Statement Summary
Previous Statement 6/5/12, Balance of
3 Deposits or other credits totaling
18 Checks or other debits totaling
Current Balance as of 7/05/12 $8,634.23

Amount Transaction Description
Direct deposit
Direct deposit
Interest earned

$9,511.42
784.94
1,662.13

Date Cleared Amount Transaction Description
7/05 1.00 Service Fee
Date Check Amount Date Check Amount

Cleared No. No.
06/11 1022 20.00 06/27 1031 15.00
06/15 1023 30.00 06/27 1032 30.00
06/16 1024 584.50 06/29 1034* 127.05
06/21 1025 189.83 06/30 1035 20.00
06/21 1026 27.80 06/27 1036 20.00
06/21 1027 61.66 06/30 1038 421.00
06/21 1028 30.00 06/30 1037 18.29
06/21 1029 25.00 07/01 1039 15.00
06/24 1030 26.00
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The entries you made for service charge and interest earned in the opening screen are
recorded as transactions and marked as cleared in the reconciliation screen that follows.
Payments and Checks are listed at left and Deposits at right:

Reconcile: Checking
Payments and Checks Deposits

Clr |Date ~ Chk# Payee t| | Clr Date & Chk # Payee A t

6112012 1022 Yukon John Deere -20.00 6/15/2012 DEP Bill's Service 391.25

6f15/2012 1023 St. Andrew Church -30.00 6/30/2012 DEP Bill's Service 391,25

6f16/2012 1024 Klondike Co-op -534,50 & 7/5/2012 Interest Earned 244
6212012 1025 Hometown Homeland -189.83
6f21/2012 1027 OMNG -61.66
6212012 1026 Penney's -27.80
6f21/2012 1028 St. Andrew Church -30.00
6/21/2012 1029 4-H Scholarship Fund -25.00
6242012 1030 Yukon John Deere -26.00
&f27/2012 1031 Mytown Restaurant & Coffee Shop -15.00
6/28/2012 1032 St. Andrew Church -30.00
6292012 1034 Hometown Homeland -127.05
6f29/2012 1033 Dan Dentist -70.00
6302012 1036 Yukon John Deere -20.00
5/30/2012 1033 ¥londike Co-op -421.00
6/30/2012 1035 05U Alumni Chapter -20.00
6302012 1037 Cablevision -13.29
7f1f2012 1039 Mytown Restaurant & Coffee Shop -15.00
7f15/2012 1040 Mastercard -435,56
o 7[5/2011 Service Charge -1.00

1 deposit, credit 244

Cleared Balance: 9,512.86

Statement Ending 8,634.23

1 check, debit -1.00 Difference: 878.63

Hew Edit Delete Balances Mark All Cancel Finish Later

.\'3. Done

Continue the reconciliation process by using the space bar or clicking with the mouse to add
a check mark by transactions that cleared the bank. Use the bank statement on the previous page

to identify and mark cleared transactions.

You may add missing transactions, delete duplicate transactions or edit entries with
mistakes as you reconcile. If you find that you forgot to enter a transaction, click New (bottom

left of the Reconcile window) to be taken to the Checking register. Enter the transaction and click

Save. You can get back to reconcile by clicking the Return to Reconcile button in the upper
right of the register window.

Note: If you begin to reconcile the bank statement but are unable to complete it at
the time, you can click Finish Later. Your work will be saved and you can finish

the reconciliation at your convenience. Clicking Cancel will not save the work you
have done.

Continue verifying entries with the Nowater National Bank Statement. If you’ve managed

to enter a transaction twice (you may want to view the duplicate entries in the Checking register,
then edit one transaction to be sure all the appropriate information is stored in one transaction),
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highlight the duplicate entry and click the gear icon (directly after the save icon) find and click
Delete. Confirm that you want to delete the current transaction by clicking Yes.

Have you ever transposed a number in your entry or recorded the wrong amount? With the
transaction highlighted, click Edit in the reconcile window. You are taken to the original entry in
the checking register and can make the necessary changes in the register and record the entry by
clicking Save. Again, click Return to Reconcile, which will return you to the Reconcile
window.

Once you have marked all cleared payments, checks, and deposits, the difference listed in
the bottom right corner should be 0.00 (see below). If it is correct, congratulations!

Reconcile: Checking
Payments and Checks Deposits

Clr Date = Chk# |Payee Amount| | Clr |Date = Chk # |Payee Amount

o 6/11/2012 1022 Yukon John Deere -20.00 " 6/15/2012 DEP Bill's Service 391.25

& 6/15/2012 1023  St. Andrew Church -30.00| | & 6/30/2012 DEP Bill's Service 391.25

& 6/16/2012 1024  Kiondike Co-op -584.50| | & 7/5/2012 Interest Earned 244
& 6/21/2012 1025 Hometown Homeland -189.83
o 6/21/2012 1027  ONG -61.66
& 6/21/2012 1026  Penney's -27.80
o 6/21/2012 1028 St. Andrew Church -30.00
& 6/21/2012 1029  4-H Scholarship Fund -25.00
& 6/24/2012 1030 Yukon John Deere -26.00
& 6/27/2012 1031 Mytown Restaurant & Coff... -15.00
& 6/28/2012 1032  St. Andrew Church -30.00
& 6/29/2012 1034 Hometown Homeland -127.05
6292012 1033 Dan Dentist -70.00
& 6/30/2012 1036 Yukon John Deere -20.00
< 6/30/2012 1038 Klondike Co-op -421.00
& 6/30/2012 1035  OSU Alumni Chapter -20.00
< 6/30/2012 1037 Cablevision -18.29
& 7/1/2012 1039 Mytown Restaurant & Coff... -15.00
7f15/2012 1040 Mastercard -495,56
& 7/5/2011 Service Charge -1.00

3 deposits, credits 784.94

Cleared Balance: 8,634.23

Statement Ending 3,634.23

18 checks, debits -1,662.13 Difference: 0.00

Hew Edit Delete Balances Mark All Cancel Finish Later

(2;' Done

Done
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Eﬂecn nciliation Complete

“our account is balanced. The items pou have marked have
been reconciled in your register.

Wwould vou like to create a reconciliation report™?

[ Don't show me this screen again,

e

I&‘J || Yes ”| Mo

Yes (Workshop participants may not be able to print).

Reconciliation Report Setup

Report Title [optional] |Ehecking June 2012

Show to bank balance az of  [7/5/2012 [

Include € &l Transactions

% Summary and Uncleared

[T Show Savings Goal Tranzactions

_/'-'\_

I.EJ || OK || | Cancel

Enter the fields needed and select OK.

@ Print
" Piinter | HP Color Laserlet 3500 on DOT4_002 | |Properties Orientation
‘This printer prints to paper. ™ Parbrait
" Export tar: | J (% |Landscape
Frint Bange
[v PFrint in color CHY |
[ Prirt ir draft mode " Pages:
[ Fit to one page wide Frorm: Tax |

Murnber of copies: ’1_i‘

I:E:,l | Printer Setup || Preview |

|| Print ||| Cancel |

Adjust the print settings to match your needs. You can click Preview to see how it will
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appear on paper.

Print

Note: One of the unique features of Quicken is the ability to change transactions.
However, be advised that changing a previously reconciled transaction (date,
amount, or reconciled clear status) can cause problems with future
reconciliations. If you attempt to modify a reconciled transaction, a popup
window will ask you if you wish to change a reconciled transaction. Quicken 2012
handles an altered amount from a previously reconciled transaction by
automatically adjusting the starting reconciliation balance the next time you
reconcile. You may want to use the flag or note feature to note the change for
future reference.

If you track an account online, you can also choose to reconcile the account
online. You should choose either manual or online reconciliation and stick with
one method. It will be hard to switch back and forth as the online reconciliation
works each time you download while a paper statement is generally monthly.

Reconciling Other Types of Accounts

The process for reconciling savings accounts is the same as for checking. Credit card
accounts have a different opening screen:

Reconcile: Mastercard
*Required fields

The last statement ending date: MAA

Enter the following from your statement.

Charges, Cash Advances: * |
[other than finance charges)

Fayments, Credits: = |

Ending Balance: = | =

Mew Statement Ending D ate; * |1 M2z L]

Enter and categorize your interest charges, if any.

Finance Charges: = Date: 1A/2012 0 [

Categan,: |Interest Exp |E|
1 ? |
\2) OK Cancel

The reconciliation process is similar to the other cash flow center accounts.
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Highlight Mastercard in the Banking section, left side of screen. Then select Account
Actions and Reconcile on the right side of the screen.

Cash accounts do not have a reconcile process. You should record transactions as they
happen to keep the account up-to-date. However, if you forget to record transactions or get
terribly behind and can’t find documents of cash expenses, the balance can be updated. From the
Cash account click the Account Actions button and select Update Balance. Enter the amount of
cash in the account, and an adjusting entry will be made.

Update Balance

Mew Balance _:
Adustment Date (1172012 ]

Category for Adjustment |Mi$u: |E|
l&l OK Cancel

OK
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Using Quicken for Financial Planning

Quicken has a number of features that facilitate financial planning. From the menu line at
the top of the Quicken program screen, click

Planning
Planning Tools

You will see the following calculators listed: Retirement, College, Refinance, Savings, and
Loan.

Retirement Calculator

In the Retirement Calculator, you choose between calculating for:
e Expected Annual retirement income given current savings and expected annual
contributions
e Annual contribution to determine savings needed to achieve a certain level of income
e Current savings needed to have a certain level of income at retirement

Information that is required includes the Current age of the candidate for retirement,
Retirement age, Annual yield on savings, the Withdrawal until age (stop benefit payout), Other
income (Social Security income, etc.), the Tax rate information of the investment whether tax-
sheltered or not, current and retirement tax rates, and Inflation rates.

Julie London is 45 and her husband, Jack, is 48. Their children are now (mostly) self-
supporting. Julie and Jack have started to wonder whether they are adequately preparing for
retirement. Julie is a teacher and Jack manages their family farm. They have $16,000 in a savings
account and expect to be able to add $4,000 to their savings each year. Their non-tax sheltered
investments yield an average of 8% per year and economists expect inflation to continue at a
modest 3% annually.

Let’s calculate Jack and Julie’s expected retirement income.
Retirement Calculator

Select Annual retirement income. Enter the information as shown on the following
screen:
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Retirement Calculator

Calculate: & Anmual retirerment income
7 Annual contribution
7 Current zavings
Current age:
Fietirement age:

withdrawal until age:

Current savings: |16.000.00

Annual wield: [3.000%
Inflation Fate; |3.000%
annual contribution: [#.000.00

[ Increase bazed on inflation rate

Other retirement income: |0.00 pEr Yyear
[Social Security, etc.)

Annual retirement income after taxes: 7,254 FF

W Showintoday's $
{no mfstion adiustmeant}

Tax Azsumptions: Fetirerent tax rate; |15.000%

7 Tax sheltered investrment
o+ Mon-shekered investment - Current tax rate: [28 000%

Calculate ¥iew Schedule

() Done

Click Calculate.

Expected annual income after taxes in this scenario is only $7,354.66 if you choose to click
on “Show in today’s $”. This offers insights into the buying power after inflation. Delaying
retirement for even a couple of years can increase significantly the amount of annual income
after taxes. For instance, at the $4,000 contribution level, delaying retirement until age 70
increases the annual income after taxes in today’s dollars to $11,230. What if they want to retire
at age 65 but are able to double their annual contribution to $8,000? What does that mean for
annual income after retirement? It increases to $12,835, still not a very comfortable level of
support. The moral of the story is save early and save often!

Click Done
In the above analysis, we focused solely on the cash savings. Assume the family farm is
paid for and half of the assets are sold at retirement (not given to children). Let’s assume that

part of the owned farm assets are expected to generate $200,000 after taxes when sold. This time
focus solely on earnings from the farm assets at retirement. Again, select Retirement
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Calculator under Planning Tools, then select Annual retirement income. Enter the following
information and click Calculate:

Retirement Calculator

Calculate: % Annual retirernent income
7 Annual contribution

" Curent zavings

Current age: [B5

Retirement age:

Withdrawal until age:

Current savings: |2EIEI,EIEIEI.EIEI

;

Annual yield: |3.000%

Inflation Rate:; |3.000%

Annual conkribukion; |D.EIEI

[ Increasze based on inflation rate

Other retirement income: |EI.EIEI pEr Year
[Social Security, etc.]

Annual retirement income after taxes: 12.205.04

v Show in today's $
{no inflatian adisimeant

Tax Aszumphions: Retirement tax rate: |15.000%

7 Tax sheltered investment

* Mon-sheltered investment - Current tas rate: |28 000%

Calculate ¥iew Schedule

2 Done

Thus, selling part of the farm assets at retirement and putting them into an alternative
investment earning 8% annually will generate about $13,805 in annual income. A caution: While
an 8% return may be possible in a long run investment with some risk, it may be difficult to find
an investment with an annual 8% return for the short term. A combination of savings to generate
income from off-farm investments in combination with the sale or lease of farm assets may
generate the income needed in retirement but careful planning is needed to ensure that income
objectives can be met.

You can view how the income is distributed by clicking on View Schedule.
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Deposit Schedule
This depasit schedule assumes that yvour retirement income keeps pace with a 3.0% annual inflation rake, Mote
khat income is in future, pre-tax dollars,
Age Deposik Incormne Balance
0 0.00 0.00 200,000.00 -
b5 0.00 13,805.04 198,856.22
bbE 0.00 14,219.19 197,192.34
b7 0.00 14,64 5. 77 194,959.74
b 0.00 15,085.14 192,106.08
L) 0.00 15,537.69 188,575.03
70 0.00 16,003.82 184,306.05 ;I
) = Done

Click Done to close the Deposit Schedule window.
Click Done to close the Retirement Calculator window.
College Calculator

Jamie is 13 and plans to attend college (OSU, of course) where tuition currently averages
$3,000 per semester ($6,000 annually). She will study hard and graduate in 4 years. She is a
smart girl and knows that she should start saving money now for her college expenses. She can
determine how much she and her parents need to save each year.

Click Planning
Planning Tools
College Calculator

In the College Calculator window, select the calculation that you want to make at the
bottom right of the screen. In this case, it is the Annual Contribution. Enter:
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College Calculator

Calculate: © Annual college costs

™ Curent college savings
% Annual contribution

Annual college costs: |E,EIEIEI.EIEI

“ears until enrollment; |5
Murmber of pears enralled: |4

Current college savings: |D.EIEI
Annual vield: |E.EIEIEIZ

[nflation Rate: |4.000%

Annual contribution; 261062

¥ Adjust bazed on inflation rate

Calculate || Schedule...

“All calculations azsume saving unhl the student graduates.

I;E;} Done

Because college expenses have recently risen faster than the general consumer price index, we
use 4% predicted inflation. Click Calculate to see the needed Annual contribution of $2,610.62.
This is the amount that Jamie and her family will need to save and invest annually to pay the
tuition for Jamie to attend college. Click Schedule to see the deposit schedule.
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College Savings Plan
This depasit schedule assumes that your abilicy bo make vearly contributions keeps pace with a 4.0% annual
inflation rate,
‘ear Deposik Tuikion Balance
2011 2,610.62 0.00 2,610.62 ﬂ
2012 2,715.04 0.00 5534.51
2013 2,823.65 0.00 8,800.92
2014 2,936.59 0.00 12,441.59
2015 3,054.06 0.00 16,490.97
2016 3,176.22 T,299.92 13,102.56
2017 3,303.27 7,591.91 9,254.76 j
. \3} | ng Done

Click Done to return to the College Calculator.

Click Done to leave the College Calculator.

Refinance Calculator

Interest rates moved lower in recent months and Jack and Julie are wondering whether they
should refinance the house they bought 5 years ago.

Click Planning

Planning Tools
Refinance Calculator
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Refinance Calculator

Existing Mortgage
tonthly Payment(total]: 553200
Impounddescromw amount; 0.00

Manthly principal/interest paid: RER.00
Proposed Mortgage

Principal Amount:  [40.000.00

Years:

5

i

Interest Rate:  |B-800

[}

taortgage Clasing Costs:  [3.600.0

taortgage Pointz:  |1-200

Calculate
Break Even Analysis
Total Clozing Costs: 4.200.00
Manthly principal/interest paid: BR.07
taonthly zavings: 199.53
Months to break even: 210

Click Calculate.

The refinance analysis indicates that approximately 21 months are needed to recoup the
refinancing costs and break even. Monthly principal and interest payments are $355.07, and total
closing costs are $4,200. If the family plans to remain in the house at least this long, then
refinancing looks like a good deal. Click Done to leave the Refinance Calculator.

Savings Calculator

Your family wants to be able to pay $100,000 cash for a different combine in 6 years.
Currently you have $4,000 in savings. How much do you need to save each year to meet this goal
if savings are earning 5% interest?

Click Planning
Planning Tools
Savings Calculator

Calculate For:
Regular contribution
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Then enter:
Savings Calculator

Calculate: © Ending savings balance
* Regular contibution

(™ Starting savings balance

Skarting savings balance: |4,000.00
Annual wield: (50005

Save for |E |Years ﬂ

Inflation rate:  [3.000%

Reqular Contribution: 15 76652 pel Y'ear;

[ Increase bazed on inflation rate

Ending savings balance: |100,000.00

W Show in todap's §
[no inflation adjustrent]

Laiculate! || Yiew Schedule

3

Done

Click Calculate.
The Quicken calculator indicates that $16,766.58 per year must be saved to meet this goal.

Click Schedule to see the deposit schedule. Click Done to return to the_Investment Savings
Calculator. Click Done to leave the savings calculator.

Loan Calculator

The loan calculator allows you to estimate either a loan amount (given an interest rate,
number of years, periods per year, compounding periods, and payments per period) or payment
per period (given a loan amount, interest rate, number of years, compounding periods, and
periods per year).

Click Planning

Planning Tools
Loan Calculator
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Look at the top of the Loan Calculator screen. When Payment per period is selected,
Quicken calculates the regular payments for a loan of a given amount based on your entries for
the loan amount, annual interest rate, number of years (loan repayment period), interest
compounding periods, and the number of payments per year. For instance, let's say that you are
considering purchasing a new truck. The truck that you have chosen, a four-wheel drive, has a
sticker price of $35,000, but you talk the salesman down to $33,000. You have saved $4,000 to be
used for a down payment so you need to borrow $29,000. The loan will be for 5 years at 6.5%
interest with monthly payments. Enter the following information:

Loan Calculator

Calculate: © Loan amount

* Payrment per period

Annual interest rate; |E.5DDX

MHumber of years: |5

Periods per year: |1 2

Compounding period: |Mu:nth|_l,l

Laan amount: |EEI,I:IEIEI. oo

Fayment: 567 42

Calculate

The anticipated Payment per period is $567.42 monthly. You can see how much of your total
payment is principal and how much is interest in a given month by clicking View Schedule to
display the payment schedule.

) Approximate Future Payment Schedule E|
Prink (2)How Do I?
Pmt Principal Interest Balance
N TS YT TR

1 410,34 157.08 28,559,866
2 412,56 154,86 28,177.10
3 414,79 152,63 27,762,31
4 417.04 150,38 27,345.27
5 419,30 148,12 26,925,97
2] 421,57 145.85 26,504.40
7 F23.85 143.57 26,080.55
& 426,15 141,27 £5,654,40
El 428,46 1358.96 25,225.94
10 430,78 136.64 24,795,168
11 433,11 134,31 24,362,035
12 435,46 131.96 23,926.59
13 437,82 129,60 23,488.77 v
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To leave the schedule, click the X.

A different question to answer with Quicken's loan calculator is "How much can you afford
to pay for a new truck?" If you know how much you have available for regular payments, the
loan calculator can also be used to solve for the amount you could afford. Let's say that you have
around $350 per month to apply toward the purchase of a new truck. The expected interest rate is
6.0%. On the Loan Calculator screen, you want to calculate the loan amount instead of the
payment, so select Loan amount, and enter the following information:

Loan Calculator

Calculate: & Loan amount

" Payment per period

Annual interest rate; |E.EIEIEIJ'<;

MHumber of pears: |5

Periods per year: |1 2

Compounding penod: |h-'||:.nth|_|,| j
Loan amount; 15,103.95

Paprient: |35EI.EIEI

¥iew Schedule... | | Calculate

Click Calculate
The maximum principal amount you could borrow with these repayment terms is

$18,103.95. You can see the breakdown for principal and interest by clicking on View Schedule,
click the X to leave view schedule. To leave the loan calculator, click Done.
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Various Topics

In this section of instructions, we will use the LONDON12 file.
Click File
Open (or press [CtrI+0])

C:\ Workshop Files\LONDON12

Click OK
Line of Credit/Credit Card Accounts and Alerts
A line of credit or short-term operating note is often best tracked using a credit card account.

Money can be transferred into checking and payments made as money becomes available. You
can also set alerts to warn you when you are approaching the account limit.
To set up a line of credit note/credit card account, click

Add an Account (bottom left of Account List window. Or for the menu line, choose
Tools Add Account)

In the Quicken Account Setup window, choose

Credit Card
Click Next (if you have an internet connection it will go online to search for institution names)
Click on: Advance Setup in blue text at bottom
I want to enter my transactions manually.
Next
Type Line of Credit to name this account.
Next
Enter 1/1/12 as the Statement Ending Date and 75,632.24 as the Statement Ending Balance.
Click Next
Finish

Now choose the Line of Credit from the account list and click on Account Actions (upper right
corner)

Click on Edit Account Details.
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Set the Credit Limit at $100,000.

Account Details

General |" Online Services -||'- Display Options '|

fccount Mame |Lil'|E of Credit Financial |

Descripkion | Account Mumber |

Account Twpe Credit

Inkerest Rate l— o Contact Name
Phione

Set Up alerts

|
|
-Credit Limnit [100,000.00 ) | Homepage | Go
|
|

activity page Lo
Other page Go
Camments

Click OK.

If you now click on the Account listing to go to the register for that account, the credit remaining
relative to the maximum will be displayed at the bottom of the register.

1 Transaction Credit Remaining: 24,367.76 Ending Balance: -75,632.2

Download Transactions | Bill and Income Reminders (0 Duga) |

To have Quicken warn when you are approaching your credit limit, click

Tools
Alerts Center

Click on the Setup tab and choose Banking.
Click on the plus sign to expand the list.
Choose Credit card limits

Select the Line of Credit and place 90,000 in the Remind Me At box:
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'@ Alerts Center E“EE]

Show Al Setup

to be notified of that alert again,

[=-Banking
hccaunt min, balances
-dccount max, balances
Credit card limits
+Check reorder notice
+Manthly expenses
Savings Goals
Onling services available
[#-Investing

ROOOIOO

Select an alert that you want to be notified of and enter values where appropriate, Click "OF ta cammit your values, 'Cancel’ otherwise, Uncheck the alert if you do nat wish

Enter Values for credit card limits.

This alert notifies you when you've charged dose to the limit on & credit card (Remind Me At), and again when
you charged over the limit.

Remind Me At

Credit Limit
100,000.00

Credit Card MName
Line of Credit
Mastercard 0.0o0 0.00

Taxes
=-General
EReminders
Online transactions
+5cheduled bills or deposits...
5end b Quicken.com (Por...
Insurance reappraisal
“Mortgage reappraisal

OO0 = RO

Show me the alert as: 7 Textinthe alert list

& Urgent (pop up dialog box)

One month =

Keep the alert in the list For:

| QK | | Cancel | | Help

Click OK.

If you exceed your account alert limit, a notice is placed in the Alert section of the home page
and a pop up message appears the next time Quicken is opened.

@ Alert! X

Credit Limit; *our Line of Credit card iz near itz $100,000.00 credit i,

I Don't show this tppe of alert as a popup

OK
To record a transfer of funds into the Checking account from the Line of Credit, open the

Line of Credit account, if not already open, and click Account Actions in the top right corner.
Click Transfer Money. Enter information from the following screen.
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Transfer Money Within Quicken
Tranzfer date |1/5/2012 B
Amount |2,500.00 _:
From account |Line of Credit j
To account ||:he|:king ﬂ
Payes/D escription |Transfer Money [optional]
& 0K Cancel

Click OK.

To record a transfer of money from the checking account to the Line of Credit to pay down
the balance, select the Checking account from the Accounts list on the left. Then, select Account
Actions, click Transfer Money. Use the same Transfer date and Amount from the screen
above.

From account: Checking
To account: Line of Credit

Finish the transaction by entering the appropriate date and amount. This account can be
reconciled with a loan statement just as the credit card account can be reconciled with the credit
card statement. Information needed from the loan statement includes charges and cash advances,
interest charges, payments and credits to the account, and the ending balance.

Saving and Locating Information for 1099s

One means of noting that a transaction may contribute to the need for a tax form 1099 is to
type 1099 on the memo line in appropriate transactions in the account register. You can then
generate reports that list or summarize all transactions with this notation in the memo line. For
instance, let's say that you write check number 3267 on June 12 for $628.13 to Joe Bob Baling
for custom baling of alfalfa hay.

Click on the Checking account name at left (or click Tools, Account List, Check ing)

The checking register will appear. Type the following information into the checking
register:

Date: 06/12/12
Num: 3267
Payee: Joe Bob Baling
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Payment: 628.13

Category: Custom Hire
Tag: Alfalfa
Memo: 1099

Click Save.

Future payments should follow the same format with the payee spelled exactly the same and
1099 entered in the memo line. This allows Quicken to recognize transactions as a match when
filtered reports are developed at the end of the year. You can then determine how much was paid
to a specific payee where 1099 is in the memo field. You will develop a filtered cash flow report
summarized by payee to show the amount.

Let’s look at last year’s information. To generate the report, click:
Reports (top of the screen)
Banking
Cash Flow

Click the Customize button (top right of screen), Date: Yearly 2011. Change the title of the
report to 1099 Report, and select Payee for the Row heading.

Click the Categories tab. Under the Matching column at the right in the Memo contains: field,
type 1099.

@ Customize Cash Flow X|
Dake range: I\-'eaﬂ-:,.- j |2|:|11 j From: 1/1j2011 To: 12/31j2011

[ Display | Accounts | Categories | Payees | Tags | Category Groups | Advanced |

—Select Categories Makching
T 1 k h lisk:
wpe cabegory name to search lis Payee:
Zakegary Twpe
B Mot Categorized H | select al | ategory
E ~Bonus Inc |
~(apital Sales, F I | Clear All
o aplal 2ales, Farm e —l Memao conkains:
p  +CCC Loans Forfeited Inc
E ~ZCC Received Inc T | 1099 _
| Expand all |

M +Co-op Distributions Inc —
M Crop Insurance Benefits  Inc | Collapse all |
[+ show (hidden categaries)

s

'LE;' || oK ||| Cancel
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Click OK

The report will pick up any memao notations (for example, invoice numbers, dates, weights) that
include 1099, so thoroughly check the report. Click on the individual payees to review the
supporting transactions.

1099 Report - 2011

Date 1an02: [y = e ] Cobnfoont bl 7]
1/1/2011 through 12/31/2011

‘ 1f1/2011-

Payee 12/31/2011

Bobby Ray -428.80
Hepplers Machine Shop -126.00
Heppler's Machine Shop -16.00
Smith Bros, Combine Repair Shop -1,004. 50
OVERALL TOTAL -1,575.10

Our sample report demonstrates the importance of being consistent in how names are
entered because Hepplers and Heppler’s Machine Shop are viewed as different vendors. To
correct this error, click the Find & Replace button on the report task bar (top right with a
magnifying glass). At the top of the screen, enter Payee, Hepplers Machine Shop and click
Find:

Find and Replace
‘ Find [Payee ~| [contains _~| [Hepplers Machine Shop — [#] | Find II_
Found
Select Acct Mum Payee Cat Tag Memo Clr Amount
Il 53042011 Chedking 818 Hepplers. .. Repairs an... Wheat 1099 R -126.00%
| select All | | Clear All | [¥ Show matches within splits Found in 1 transaction
Replace |payee | with: [Heppler's Machine Shop [#] | Replaceall |
@& [Done
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Next, add a check mark to the transaction and enter the data at the bottom of the above screen:
Payee, Heppler’s Machine Shop and click Replace All. The report is automatically updated.

« O
1099 Report - 2011
Dtz range: [yeqy | e x| Eoburnnt | b ony subtotal hd

1/1/2011 through 12/31/2011

» B DX e @

il

| 1/1/2011-

Payee 12/31/2011

Bobby Ray -428.60
Heppler's Machine Shop -142.00
Smith Bros, Combine Repair Shop -1,004,50
OVERALL TOTAL -1,575.10

To save this report, click on the Save report icon on the task bar. If you want, create a Tax
folder in which to save it. You can do this by clicking the dropdown arrow for ‘Save in’, click on
create new report folder, name the folder, then click OK.

Click OK

Save Report

Report name: |1 099 Report

Dregcription: |

Save ir: |Tax j

™ Sawe report history

Tax contents:

'@' 1] 4 Cancel

Close the window by clicking on the X in the upper right corner.

Click Done to close the Find and Replace window.

84



Recording Futures Market Transactions
Options

An option allows a producer to pay a premium for a type of commodity price “insurance”.
Many producers use “put” options to provide a floor price for their stocker cattle. For example,
let’s say you have 75 head of stocker steers that will weigh approximately 650 pounds in May
and want to insure a $90 floor price for their May sale. A feeder cattle contract is 50,000 pounds
or 500 cwt, so one contract could protect the price for your 75 steers. You call a broker and
purchase a $90 May feeder cattle put option for $1.20/cwt premium. The cost of the option
purchase would be $600 ($1.20 x 500 cwt) plus a commission of $75. To record the purchase of
the “put” using funds from the checking account, go to the Checking register and enter

Date: 1/7/12

Num: 3456

Payee: ABC Brokerage

Payment: 675

Category: Marketing Expense

Tag: Stocker

Memo: $90 put @ $1.20 for 500 cwt & $75 commission
Click Save.

Often your option will expire without any value. However, if you realize any income from
the option, you would record it as Marketing Income. This income is tax-related and should be
linked to the tax form and line, Schedule F: Other Farm Income. You would then make the
appropriate deposit entry. For example, in May, feeder cattle are trading at $88 and your $90 put
is now worth $2/cwt or $1,000. You would sell your put and enter the deposit in the Marketing
Income category.

Date: 5/6/12
Num: DEP
Payee: ABC Brokerage
Deposit: 1000 (the Quickfill payment value of $675.00 should be removed when
you enter the deposit amount)
Category: Marketing Income
Tag: Stocker
Memo: Settlement of put option
Click Save
Hedges

Hedges can be a bit more complicated to record because daily changes in market prices
may also affect the margin money required for the trade. Enter your realized gain or loss after
you have offset your hedged position in Margin Income or Margin Expense categories as
appropriate.
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Scheduled Transactions
If you want to be reminded of due dates for monthly bills, you can set up one or more
scheduled transactions. For example, each month you get utility and cable television bills which
are due on the first of the month. There are several ways to set up a scheduled transaction for a
payment that has not been previously entered in the register.

Click Tools
Manage Bill & Income Reminders List (or press [Ctrl+J])

Click Create New from the Menu line
Select Bill Reminder

Pay to Local Cablevision, select Bill Reminder. Click Next. Add info and click on Add
category, tag or memo

Add Bill Reminder

Pay to | Local Cablevision E

DueNextOn [10/20/2011 ) 20th of every month (change)

Amount due [ 75.00 _:

From account |C|-|E|:kjng j

Details

B | © Add category, tag or memo

» Optional Settings

'\3/' Cancel Back Done

Local Cablevision

Category: |L|Ij|ih'es:Cab|ET1|' E | Tao: |Family Living |E|

Memo: |

OK Cancel

Click OK
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Click Done to close the Add Bill Reminder window. You will be taken back to the summary
reminder screen for the scheduled transactions.

Repeat the process for other scheduled transactions. If you open Quicken within three days
of the date on which the bills are due, you will be reminded that you have bills to pay.

Close the Bill and Income Reminders window by clicking on the X in the upper right corner.

Writing Checks with Quicken

Quicken acts as a register for transactions and also allows you to write and print checks from
the computer (with the appropriate paper form). The check writing feature allows you to “write”
the check as well as record a memo, category and tag.

Before you print out checks, choose the appropriate printer settings.
Click File

Printer Setup
For Printing Checks

Check Printer Setup

Printer |hp Laserlet 3015 PCL 52 on DOT4_ 001« | | Properties;

Printer Type
@ * Page-oriented
Check Setup
Check Style: | Standard checks Rl
Font... Alignment... Logo...

Fartial Fage Printing

Feeder Source: | Automatically 5elect j

r 1 r 1 | re— |
Style:

(" Edge { Centered ©* Parlrait

Full Page Printing

Feeder Source: | Automatically Select j
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Click OK

Click Tools (from the menu line)
Write and Print Checks (or [CTRL+W])

Write Checks: Checking

Write chedks from: |Cheddng

=}

Pay to the order of

| Bluestem Supply

L]

Dete [z |
e

Minety-Five Only

Dollars

Bluestem Supply |
2800 W, Hwy 50

Bill Pay | vo betcha, OK 76767

Address

Memo | Fencng Materials

Category |Feed Purchased/CowCalf [+] |1| | Record Check |
Date Type Payee Category Amount
Totak 95.00
| Mew Check | Current Balance: 10,695.45 Ending Balance: 7,670.54
k‘?’) | oOrder Checks | | Reports~ | | Print || Done

As seen above, enter the Date, Pay to the Order of (payee), and $ (dollar amount); the
written dollar amount fills in automatically. The Address and Memo are optional. The category is

entered below the check. Click on the Split icon to reveal the category and tag field. Clicking the

Split button or pressing [Ctrl+S] will allow you to enter information for a split transaction as

well.

Click the Record Check button to enter the transaction in the register.

Select the appropriate page and printing style for the type of checks you will use.

Click Done
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Go to the Checking register and you will see a small printer icon next to Checking, click
on the icon. Then select You have 1 check to print. Finally, select the appropriate date,
1/8/2012, and click on Print button (lower right).

To print the checks that are prepared, click on Account Actions, Write Checks. This takes
you to the same screen in which you entered the checks. Click on Print button (lower right). (Or,
you can choose File, Print Checks.)

Select Checks to Print: Checking

=
Ii‘l “'ou have 1 check to print for $95.00.

Checls to print

First check number; (1002

Print: & All checks
{7 Checks dated through: (101852011

{7 Selected checks

Check ztyle
Check style: | Standard checks j

Standard business checks are formatted three to a page for fast printing.
Order standard checks...

Checks on first page: @™ Three ¢ Two 0 One

Advanced options

—

Additional copies: |EI [For multi-part Woucher Checks only.]

'\2/' OK Print First Check Cancel

If you select to print, a screen will appear asking if the check has printed.
Click Cancel since we do not actually wish to print this check.
Close Write Checks by clicking the X.

Use the Help menu by pressing the F1 button on your keyboard, for additional information on
how to print checks on partial pages, to add logos, etc.
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Year End Copy: Start New Year and Archive

At the beginning of a new year or when files start getting large, people wonder whether
they should reduce the size of their files or remove some data. Now that large files can be backed
up on CD or thumb drive, this is a less frequent concern. We encourage you to maintain several
years of data in the current file so that comparison reports showing performance by year can be
easily created. However, if you must shrink the file size, the Year-End Copy feature allows you
to reduce the size of your working file and/or archive older information. Click:

File
File Operations
Year-End Copy

Archive file only

Under the Current Data File heading, select Do nothing. Your current file will then
remain the same. You can create an archive copy to backup your data (good for storing in a
different place for emergency purposes). Under the ArchiveData File: select Give the archive
file a name and location. Then select the end date for the archive file (all transactions up to this
date will be copied).

Create a Year End Copy

| Quicken will create two data files with your data: A current data file which
you will continue to use in Quicken, and an Archive file for your records.

Current Data File

YWhat do you want to do with your current data file?

[Thiz will be the file pou continue to uze in Quicken)

{ Do nothing, My curent data file will remain unchanged,

(" | only want tranzactions in my cument data file starting with this date:;
141201 L

Cuicken wil only remove reconciled tranzactions. Unreconciled transactions prior
to thiz date will rerain in the data file.

Archive Data File

Cuicken will copy all vour data to a backup file for your archive records.
Give the archive file a name and location:

[LONDON12BKP.ODF Browse...

Thiz archive data file will contain transactions up o and including:

124312010 B

L) 0K Cancel
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Click OK

File Archived

Which file weould pou like to uze?

(¥ Curmrert file
" Archive fle

0K

Click OK to continue using the Current file.
Note: Archiving differs from making a backup copy as you have control over the dates
included in the file. As with a backup copy, the transactions are saved first. Attachments
are included only if space is available.

Reduce current file and archive

Let’s say that you’ve been entering financial records in Quicken since 2002 in a file called
FARM. Now you want to modify the current file to include data starting January 1, 2007. Click

File
File Operations
Year-End Copy
To modify the current data file, click on I only want transactions... as in the screen that follows
and indicate the 1/1/2007 starting date.
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Create a Year End Copy

| i Quicken will create two data files with your data: A current data file which
vou will continue to use in Quicken, and an Archive file for your records,

Current Data File
ihiat do pou want bo doowith your current data file?
[Thiz will be the file you continue o use in Quicken)

" Do nothing. My curment data file will remain unchanged.

& | anly want transactions in my curent data file starting with this date:
141/2007 L]

[uicken will anly remove reconciled transactions. Unreconciled transactions priar
to thiz date will remain in the data file.

Archive Data File

Guicken will copy all your data to a backup file for pour archive records,
Give the archive file a name and location:

|D:Farmz007-2011 Browse...

Thiz archive data file will contain tranzactions up bo and including:

12/31/2M0 EEH

2 OK Cancel

Click OK.

The new file created will be reduced to transactions for the date selected and forward (see note
below) and will be given a new name that matches the archive file name. An archive file will
automatically be created at the same time with the name and location you choose. The archive
file includes everything in the current file.

Note: If you have not reconciled your accounts, the transactions will transfer with the file
even if they are outside of the date range selected. Investment transactions will transfer
regardless of cleared status.

When the data file has been updated (if selected) and the archive file has been created, you

will choose which file to use. In our example, we created a new file using the last five years only,
so we will select the Current File.
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File Archived

W'hich Fle would pou like to uze?
" Archived file
{* Curent File

@ oK

Click OK

We recommend keeping several years of data in one file for comparison purposes, but if
information becomes dated, this is a good way to move forward without starting a new file.

Category Clean Up

Have you checked your category list lately? You may need to “clean it up” by eliminating
unused categories and removing duplication so that your reports will be clear and meaningful.
One way to determine the categories you do use is to print an Itemized Categories report.

Click

Reports — from the menu line

Reports & Graphs Center (at left)
Spending

Itemized Categories

Customize the Date Range: Include all dates
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Preferences  (2) How Do I?

Quicken Standard Reports My Saved Reports

¥ Banking - ¥ Farm Reports

1 Banking Summary 1 ‘: Monthly Income Expense by Category
1 Cash Flow 1 @& spending by Category

141 Cash Flow by Tag P Lender Reports

1 Missing Checks P Tax

1 Recondiiation ¥ My Saved Reports

| Transaction B Cash Flow

¥ Spending

Itemized Categories
Account transactions, grouped by category

Date range:
‘ Incude all dates 1/1/1986 - 7/15/2012
Customize Show Report

1 Itemized Payees
1 Itemized Tags

i
m

1 ‘: Spending by Category

1 c Spending by Payee

1 & Current Spending vs. Average Spending by Category
| ‘: Current Spending vs. Average Spending by Payee
1 & Income and Expense by Category

11 & Income and Expense by Payee

11 & Budget
1 ‘: Monthly Budget
»  Comparison
= Manage Saved Reports

| S T

Click Show Report, and then click the Print icon. Have it at hand while you view the category
list on screen.

Leave the report screen open while cleaning up the category list so you can QuickZoom to
the associated transactions.

Now open the Category list by going to Tools, Category List.
Delete or hide unused categories

You can either Delete or Hide any categories in the list that do not appear in the printed
category report and that you do not intend to use in the future. To Hide categories, click on the
box in the Hide column at right. To delete a category, highlight the category and then click the
Delete button to the right.

Find the Bonus category and select Delete.
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You are about to permanently delete the categony:

Bonus
[t iz curently unuzed.

f there are subcategonies azsociated with this categaory, the
subcateqories will be deleted as well.

() 0K Cancel
S

Click OK. A Quicken default category can always be retrieved later if you need it.

Merge or Recategorize Categories

If you have created two or more categories that should be under one name, you can merge the
duplicate category titles and assign the associated transactions to one category. In our ltemized
Cateqories report, we see that we have both Home Repair and Home Rpair. We can click on the
report symbol sign to the left of each of these categories to reveal the transactions. (You may
want to print the list of transactions out as a backup or reference.)

You should be able to click the Category List button at the bottom of the screen if you did
not close it earlier. (If you did, go to Tools in the main menu and select Category List.)

Select Home Rpair in the category list. With Home Rpair highlighted, click on the Merge
button to the right (or right-click).

i |lze merge ta move the ranzactions now categorized az Home
Fpair inta the categorny shown below.

Merge tranzactions inka: Hame Repair j

v Delete the categom Haorme B pair

(2 OK Cancel
e

Because we do not want two categories for Home Repair, check the Delete the category for
Home Rpair.

Click OK
Click X to close the Category List

Click Done
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Click X to close Reports and Graphs

If rather than merging two categories, you want to recategorize some transactions, choose Tools,
Recategorize

\_01\{

2
Recategorize 1
Find |Transa|:tic|ns j with category |Entertainment # E Find [~ Exact match
Found
Select Date ¥ Acct Mum Payee Cat Tag Memo Clr Amount
4 W 6/30/2012 Chedking 1037 Cablevision  Entertainment  Family Living R -18.29 =
— W 12/10/2011 Chedking 9&7 Cablevision  Entertainment  Family Living R -19.82 |2
W 10/28/2011 Checking 950 Cablevision  Entertainment Family Living R -19,82
O 10/20/2011  Checking 943 Moto Photo  Entertainment  Family Living R -16.60
= 9f30/2011 Checking 934 Cablevision  Entertainment Family Living R -30.78
O 9faf2011 Checking 911 Moto Photo  Entertainment  Family Living R -15.00
W 9/4f2011 Checking 908 Cablevision  Entertainment Family Living R |.98
Select All | | Clear All | [ Show matches within splits i Found in 19 transactions
Recategorize as | Utilities: Cable TV E Replace Selected
i\';J/i Ll% \ Done

1. Find Transactions with category: Entertainment. Do not click Exact match. We had
used this category for our cable TV bills and now prefer these transactions use the
category, Utilities: Cable TV.

Click on Find to bring up all the transactions with Entertainment as the category.

Check Show matches within split.

4. Check the transactions (be sure to scroll through the whole list) that have Cablevision
as the payee.

5. Recategorize selected transaction(s) with: Utilities:Cable TV. (The tag Family Living
will stay the same so we do not need to include it in the recategorize. If you wanted to
change tags, enter as Utilities:Cable TV/Tag). The “/” character signals that a tag will
follow the category and subcategory.

6. Click Replace Selected and you should see the selected transactions have changed
categories.

wn

Click Done.
Checking your category list is like a spring-cleaning task. It’s not something you enjoy

doing, but it provides benefits in the long run. If your category list is in order, you will have
tidier reports and budgets.
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You can close the Category List and Itemized Categories Reports windows.

If prompted: ‘Do you wish to save this report for later use?’, choose No.
Backup Preferences
Quicken automatically saves a backup copy of your working data file on a regular basis (the

default is every five times that Quicken is run and saves up to five backup files). This can be
adjusted by going to:

Edit
Preferences
Setup
Backup
Select preference type: Select preferences:
Startup Backup preferences
Mavigation
Setup
Calendar and aurency Backup Help - Learn more about the best backup strategy.
v Automatic Backups (Open backup directory)
Web Connect
Privacy Automatically save a copy of your data files at regular
Alerts intervals
Investment transactions Back up after running Quicken: 3 times (1-99)
Quicken.com Portfolio Mai ber of backu . |5_ 18
Register aximum number of backup copies: (1-99)
Data entry and QuickFil Automatic backups are stored on your computer's hard drive. You
Motify should periodically do a manual backup (below) or save a copy of
Write Chedks your Quicken file to another drive to protect against hard drive
Downloaded transactions failure.
Transfer Detection [+ Manuoal Backup Reminder
Reports and Graphs
Reports only Remind me after running Quicken: 3 times (1-39)
Manual backup allows you to choose where to put the backup file,
such as on a CD or external drive.
IE/I OK Cancel

1. The Maximum number of backup copies refers to the automatic backups.

Note: attachments are not included in the automatic backups at all.
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2. The Remind me after running Quicken: refers to how often you want to be reminded to
create a manual backup. We recommend every time if it will encourage you to make a
backup and especially if you enter transactions infrequently.

Click OK
Restoring a Quicken File

If a Quicken data file is accidentally deleted or isn’t functioning, a current backup file that
you have created should be your first line of defense. If you don’t have a manual backup file that
is current, then find the Quicken automatic backup. Click

File
Backup and Restore
Restore from Backup File (click on Open backup directory if necessary)

Restore from backup file

{* Restore from automatic backups

Periodic backups created automatically by Quicken, | Open backup directory

Select file to restore
P LOMD12-2011-10-19.PMO1. 40, Q0F-backup

" Restore from your backup

(" Restore from online backup

Requires Quicken Online Backup service,  Learn more. ..

I\? | Cancel

Note: It is important to note that the automatic backup is not a reliable backup
method. This type of backup can be useless if the computer hardware is damaged. The
best backup method is to manually back up to a series of different compact discs (CD)
or other media and store at least one copy off-site.

Select the most current automatic backup and click on Restore Backup.
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Restore from backup file

|l This file looks like a backup of your currently open file.
What would you like to do?

File to restore

LOND12 test-2011-10-17.PM08.45.QDF-backup

i~ QOwerwrite the open file with restored file
(This cannot be undone)

{* Create a copy

[Quidken will create a second copy of this file, The file you have opened now
will not be averwritten.)

@ || Restore Backup ||| Cancel |

Choose the option that best suits your situation; however, it is probably best not to overwrite an
existing file. Determine what is going on and then proceed. Delete the file that isn’t needed.

Click Restore Backup

OK

Restore from backup file

| @ File restored successfully.

File restored

LOND12 test-2011-10-17.PM0E.45.QDF

Location

C:\Users\ennifer\Documents\Documents \BACKLIP

Would you like to open the restored file now?

/’?\ || Yes ||| Mo

Click Yes
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Backing Up Quicken Files to Compact Disc (CD) or DVD

A pat on the back to those who back up Quicken data on a regular basis! It is important to
ensure backup files will be valid and not corrupted if you need them in the event of hardware or
software failure. Quicken offers some suggestions for ensuring backup files will be there when
you need them. Quicken files may be backed up onto compact discs (CDs) or DVDs. CDs/DVDs
are a long lasting source of data storage when handled properly. (From this point forward, CD
will be used to refer to both CDs or DVDs.) Windows XP is able to create CDs without third-
party software (it is built in), but earlier Windows versions will require third-party software (for
example, Roxio or Easy CD Creator). The software needs to be compatible with your CD burner
hardware.

Note: For previous versions of Windows, format the CD for data using the CD software
before attempting to backup files on an empty CD for the first time. Generally, the
preferred format style needs to be “drag and drop”” which allows you to copy and paste
files directly to a CD. Formatting can vary among CD players, so make sure that the file
is “compatible” for play on most CD drives. This may come from an additional step in
the software or a selection from a file menu. Some CD burning software is not capable of
handling long file names so name files carefully. Otherwise, the file name may be
automatically shortened by the software or cause an error (true of some jump/thumb
drives).

The steps in this section may not be exactly the same as what you will need to do, so use
them as a guideline and read up on CD formatting in the Help section for Windows or the
computer’s CD burner software. For non-XP versions of Windows, insert the CD and a window
similar to this may open:

CD Drive (E:) X
Wwindows can perfarm the zame action each time you insert
a dizk or connect a device with this kind of file:
5 Blank CD
Wihat do pou want Windows to do?

7 3 BunCD
uzing RealPlayer

jFormat

juzing Roxio DL

Add Files
uzing Foxio FecordMow D ata

Qpern writable CO folder
,_J uzing “Windows E=plorer

£ Bum an audio OO b
] Always do the selected action.

[ ]S l [ Cancel

OK

Name the CD and click Start:
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Format E: - Roxio DLA

Yolume Label: Start |

Farmat type
* Quick [eraze)
~

|E!uicken Data
Cancel

Explain

You will get a warning that any files on the CD will be lost and then a message that the CD
has been formatted.

For Windows XP you can go directly to My Computer, select CD Drive (D): and click on
File, Format.
Once your CD is prepared, in Quicken, click
File

Backup & Restore
Back up Quicken File

Quicken Backup

Current data file name: LONDOMN 12 reconcil test, JDF
Backup file name: LONDOMN12 reconcil test, QDF-backup

I Add date ko backup file name
This may help vou identify the latest backup.

(* Back up on my computer or hard drive {CD, hard drive, thumb drive)

Backup File:
| 2 Home\DDOYE\LOMNDON1 2 recondl test, QDF-backup j Change...
" Use Quicken Online Backup Quickem [T
iy

Prakect all waour mast imparkant daka with Quicken Online Backup, For pennies Backup oy
a day, wou can securely store vour daka online,
Learn mare. .. I am already an Online Backup customer

() Back up Mow Cancel

W

Click Back up Now
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When you receive the message File backed up successfully, click OK. At this point, your
CD burner software may ask how to handle the closing of the CD. Generally, you will want to be
able to open the files with any CD player, but keep the CD “open” to allow additional files to be
written to it until it is full.

If backing up directly to CD does not work, you may need to back your file up to a “staging”
area such as a temporary folder, then “drag and drop” it to the formatted CD.

Storing Compact Discs

CDs need to be protected from scratches and bending and need to be handled properly.
Damage to CDs can be caused by:
e Dust. Dust on the CD can cause scratching, so keep in a jewel case or CD jacket.
e Flexing. Store CDs in a case and store vertically to minimize bending/flexing of the CD.
e Fingerprints. Fingerprints or smudges can distort how information is read. Handle CDs
from the edges and wipe off smudges with a soft lint-free cloth.
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Building a Farm/Ranch Balance Sheet

To develop a fairly complete picture of an individual business' financial situation, a cash flow
statement, an income statement and two balance sheets (beginning and ending) are needed for an
accounting period. The balance sheet shows what is owned and what is owed at a point in time.
Since Quicken is a cash accounting program and not intended for accrual accounting, some effort
is required to record capital sales and purchases, change in values of assets owned or liabilities
owed, and change in inventory, all of which are essential to generate an accurate balance sheet.
And, because Quicken is designed to record financial data and not physical data (e.g. number of
head or bushels, weight and price per cwt of livestock sold), it may be more difficult to record
and summarize unit information in a Quicken balance sheet than it would be in a spreadsheet or
hand record system.>

The instructions that follow suggest one way of developing a balance sheet using market values
for assets within Quicken.* You should:
e Inventory assets and liabilities
. Establish asset and liability accounts in Quicken with accurate beginning balances
e  Adjust asset accounts to reflect:
0 Asset purchases and additions to assets
0 Asset sales
o Changes in inventories
0 Changes in asset values
. Adjust liability accounts to reflect
0 Repayment of liabilities
0 Accrued expenses

Step-by-step instructions follow for entering data and making adjustments during or at the end of
the year.
Develop a Complete Inventory of Farm/Ranch Assets and Liabilities

OSU Fact Sheet AGEC-752 explains the development of a balance sheet and contains a
worksheet which will help you develop an inventory list. Be sure your list of assets owned and

® Integrated Farm Financial Statements (IFFS), an Excel spreadsheet-based program created at Oklahoma State
University, is an alternative for creating balance sheets and other financial statements. IFFS is designed specifically
for farm financial planning. While also lacking the ability to maintain a depreciation schedule, it has better features
for maintaining and updating balance sheets and whole farm financial statements. Cash flow information from
Quicken records can be imported into IFFS. For more information go to: www.agecon.okstate.edu/iffs/

* The Farm Financial Standards Council (www.ffsc.org/) recommends that both cost and market value of some
assets should be documented in the balance sheet. In Quicken, you cannot record both cost and market values for an
individual item in the same account (the investment accounts are an exception). Two separate asset account series
would need to be developed to record both cost and market values.
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liabilities owed is complete and as accurate as possible. Document sources for prices of assets
(for example, local auction or trade magazine ad) and balances of liabilities (for example, loan
statement from a lender). We will use the LONDONZ12 sample file.
Click File

Open (or [CtrI+0Q])

Select C:\ Files\LOND12

Import Asset Accounts

To develop a balance sheet, you will first establish a variety of asset and liability accounts.
The types of accounts in Quicken include:
checking
savings
credit card
cash
brokerage
IRA, SEP, Keogh
401(k), 403(b)
single mutual fund
house (with or without mortgage)
vehicle (with or without loan)
asset
liability

Several accounts of one type can be developed, for instance, one liability account for each
outstanding debt. A sample Quicken farm account list is included with accounts receivable,
buildings and improvements, capital leases, purchased feed, market livestock and so on. In our
sample list, the accounts are labeled with letters so that they are listed from most to least liquid,
that is, accounts with items most easily converted to cash are listed first, the traditional order for
balance sheet items.

Note: Current assets are assets expected to be used up or sold in one year and are listed
first. Examples include marketable securities, market livestock, and inventory. Non-
current assets are ones that are used for longer periods of time in the farm operation.
Examples include breeding livestock, machinery and equipment, vehicles, land, buildings
and improvements. These designations were developed by the Farm Financial Standards
Council. The account, h Other Farm Current Assets, is for farm current assets not
included in other labeled lines. The account, r Other Farm Noncurrent Assets, is for non-
current (both intermediate and fixed) farm assets. For additional information, see OSU
Facts AGEC-751, “Developing a Cash Flow Plan”; AGEC-752, “Developing a Balance
Sheet”; AGEC-753, “Developing an Income Statement”; AGEC-791, ““Schedule of
Assets”; and AGEC-792, ““Liabilities Schedule.” These can be found at
WWW.osuextra.com.
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Click File
File Import
QIF file

Complete the information as shown on the following screen:

QIF Import

Location of QIF File

|E:"~Wu:urkshu:up Filez\&zsetbooh QIF Browse...
Quicken account to import inko; & Don't see your account?

|<,.f_~.,|| Accountss ﬂ QIF import is not available for chedking, savings,

credit cards, 401(k) and all other brokerage accounts.,

[nizlude in import;

[ Transactions [v Account List [ Category List

[ Memorized Payees [ Special handling for transfers [ Securty Lists

i & | Import Cancel
Click Import

Quicken will give you a message verifying that items have been successfully imported.
Click Done.

Click Tools, Account List (or press [Ctrl+A] and scroll through the Asset Accounts list) to
verify that it contains the accounts a Marketable Securities, b Raised Market Livestock, etc.
The accounts will be listed under Asset in the Net Worth Tab.

The account list can be modified easily. Let's say that you don't expect to use the Capital Leases

account and want to delete that account from the list. In the Account List, click the account n
Capital Leases, click on Edit, then click Delete Account.
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Account Details
General || m |
Account Mame |n Capital Leases Finandal Institution |
Description |Ca|3ita| Leases Account Number |
Account Type: Asset
Tax-Deferred  Yes + Mo Contact Mame |
Interest Rate I_ %o Phone |
Linked Liability Account |[n0ne} E Home page | Go
Activity page | Go
Other page | Go
Comments
.\"__?/. Delete Account Tax Schedule OK Cancel

Type Yes to confirm, and click OK.
Enter Beginning Balances in Asset Accounts

The beginning balance in an asset account may be the sum of the market values of all assets
in that group or an entry may be made for the beginning balance of each individual asset. The
latter form ensures that you have a record of the values assigned to each item. Then, if an asset
(for example, a disk harrow) is sold during the year, the harrow's market value is subtracted from
the asset account so that the end-of-year balance sheet will be accurate.

Begin updating the beginning balances in the London's individual asset accounts. Double
click on the account b Raised Market Livestock. On a blank transaction line, enter the value of
raised market livestock on hand January 1:

Date: 1/1/2012

Payee: Mixed stockers

Category: (make sure to remove the category if one appears)
Memo: 45 hd @ 6 cwt @ $120/cwt

Increase: 32400 (Be sure to [Tab] over to the Increase column.)

Press Enter.
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Note: If you want to change the order so that the memo appears before the
category in the register, in the main menu line, click Edit, Preferences, Register
(click directly on bold type), in Register Fields: vShow Memo before Category, OK.

You may get a message asking if you want to select a category. Select Don’t show this
message again at the bottom of the screen, and click No.

Now choose ¢ Purchased Market Livestock from the account list at left. On a blank
transaction line, enter the value of purchased market livestock on hand:

Date: 1/1/2012

Ref:

Payee: Stocker Steers

Increase: 82320 (Be sure to [Tab] over to the Increase column.)
Memo: 112 hd @ 7 cwt @ $105/cwt

Category:

Note: If you want to later create a report listing number of head of livestock, you
must be consistent in the use of labels in the memo field. For instance, you must
always use head (or hd) for a filtered report to include this information.

Press Enter.

If you purchase more than one lot of stockers, you may want to give different names to the
lots in the Payee line. When you are finished entering values for purchased market livestock,
choose d Inventory from the account list at left. In this account, you will enter the value of
stored crops, feed and supplies. For example, on a blank transaction line, enter

Date: 1/1/2012

Ref:

Payee: Stored Wheat

Increase: 5125 (Be sure to [Tab] over to the Increase column.)
Memo: 1025 bu @ $5/bu

Press Enter.

Values for growing crops should include expenses incurred to date in the production of the
crop. Choose g Growing Crops from the account list at left. On a blank transaction line, enter

Date: 1/1/2012

Ref:

Payee: Wheat

Increase: 40500

Memo: 450 acres @ $90/a
Category:

Press Enter.

107



As with the market livestock accounts, two accounts are included for breeding livestock, one
account used for raised and one for purchased. Here the market value of raised breeding
livestock-cows, sows, replacement heifers or gilts, boars and bulls-is recorded. For example,
select j Raised Breeding Livestock from the account list at left. Enter

Date: 1/1/2012

Ref:

Payee: 5-Year-Old Cows
Increase: 16500

Memo: 15 @ $1100 ea
Category:

Press Enter.
Note: You may add additional accounts if you have several livestock enterprises and
want to maintain separate accounts for different species.

Select k Purchased Breeding Livestock from the account list. Enter the values of purchased
breeding livestock--purchased cows or sows, replacement heifers or gilts, herd bulls or boars. For
example, on a blank transaction line, enter

Date: 1/1/2012

Ref:

Payee: OBI Herd Bull
Increase: 4500

Memo: 3 years old @ $4500
Category:

Press Enter.

Select | Machinery-Equipment from the account list. Enter market values for each piece of
owned machinery and equipment.

Date: 1/1/2012
Ref:
Payee: 1996 Allis Tractor
Increase: 65000
Memo:
Category:

Press Enter.
Date: 1/1/2012
Ref:
Payee: 1995 Disk
Increase: 500
Memo:
Category:
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Press Enter.

Select p Land from the account list. Record market values for each piece of land owned.

Date: 1/1/2012

Ref:

Payee: Smith Place

Increase: 96000

Memo: 80 a. cropland @ $1200/a.
Category:

Press Enter.

Select g Buildings-Improvements from the account list. On a blank transaction line, enter:

Date: 1/1/2012
Ref:

Payee: Barns
Increase: 47000
Memo: Home place
Category:

Press Enter.

Continue until all assets owned are listed in the appropriate accounts.

Recording the Purchase of an Asset
Cash purchase

Paying cash for the full purchase price of an asset results in the conversion of one asset, cash
from either a cash account or bank account, into another. For example, let's say the Londons
purchase a used pickup on January 12 from My Town Motors using money in their checking
account.

Select the Checking account from the upper left account list (or press [Ctrl+A], highlight the
checking account name and press [Enter]). In the check register, type:

Date: 1/12/2012

Num: 3414

Payee: My Town Motors
Payment: 9000

Memo: 2006 Ford Ranger
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Category: [m Vehicles] (or press [CtrI+C] for the category list, scroll to the
bottom and click m Vehicles)
Tag:

Note: The brackets around the "category™ name indicate that an account, m
Vehicles, is involved in the transaction as a transfer of funds.

Press Enter.

To verify that the purchase price has been listed as an increase in value in the m Vehicles
asset account, right-click the transaction and choose Go To Matching transfer to switch to the
asset account. Right-click on this entry and then choose Go To Matching transfer again to
return to the checking account.

Credit purchase

When credit rather than cash is used to purchase an asset, the purchase will result in an
increase in a liability account equal to the increase in an asset account. If the Londons purchase a
chisel with financing from Yukon John Deere, a new liability account must be established and an
increase in an existing equipment asset account (in our list, | Machinery-Equipment) must be
recorded.

Setting up a loan is an activity facilitated by Quicken. Information is entered about the
amount borrowed, payment period, interest rate, etc. Loan payments are then recorded using a
split transaction with one line for principal and another for interest. The principal payment
amount is automatically applied to the loan balance when the appropriate loan liability account is
listed as the category for the principal payment.

Let's practice recording a credit purchase for the Londons. The Londons are buying a new
John Deere chisel for $11,000 and repaying the loan over 3 years with semi-annual payments at
7.00% interest. Begin by setting up the liability account. From the main menu bar, located at the
top screen, click:

Tools
Add Account
Loan

Click Next
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Loan Type

{* Borrow Money " Lend Money

Account
{* MNew Account: |JD Chisel
™ Existing Account: |:: Accounts Pa ] J
Have Any Payments Been Made?
™ Yesg {* No
'\3/' Cancel Mext
Click Next
Loan Information
Opening Date: [1/1072012] ]
Original Balance: | 11,000.00 =
ioriginal Length: | 3 |‘fears j
Compounding Period: |Semi-.ﬁ.nnually ﬂ
Payment Period
{* Standard Period: |Semi-.ﬁ.nnually j
" Other Period:
\2_’} Cancel Back Mext
Click Next
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Balloon Information

{* Mo Balloon Payment

" amartized Length: | | J

~

Current Balance

f Current Balance: li ) as af: IW B
£ Calculate

Payment
" Payment Ammount (P41 Ii _:_ due on: I?,I'IEI,I'T B
+ Calculate Interest Rate: I?—

Click Done.

You will get a message that Quicken has estimated the amount of the next payment for this
loan.

Click Done.

Now that the loan repayment terms have been specified, you need to indicate how the
payments will be made. Type in the payee, select the category Farm Interest Expense and the
subcategory (Farm Interest Other) and add the Overhead tag for interest by adding a / after
Other.

Note: Because there is no tag field, you use a technique from previous versions (add a
/ and the tag name) to add the tag or later add it.
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Set Up Loan Payment

*Required figlds

Payment

Current Interest A ate: = |.'-".EIZ

Principal and Interest:  [2,064.35 _:

Other amounts in payment: Q.00 Edit....
Full Payment: 2.064 35
Transaction

Twpe:  |Pavment - Payment Method...

Payes: ™ |Yuku:un Jokn Deere

Memo: |

Mext Payment Date:* |7/1052012 Lz

Cateqory for Interest: |Farm Interest Expenze:Farm Interest Other |E|

Loan web Site: | Go

Address...

L) Done

h _

Once the data entry is complete, click Done.

A screen will appear asking if you would like to create an asset account to go along with this
loan. We have an existing account for machinery and equipment assets so we will choose No.
Click Finish.

Now, since the Londons own more assets (title has changed hands even though the
equipment has been purchased with credit), the balance in the machinery and equipment account
needs to be updated. Click | Machinery-Equipment (press [Ctrl+A] if necessary to get the
account list) and enter

Date: 1/13/2012

Ref:

Payee: John Deere Chisel
Increase: 11000

Memo:

Category:

Press Enter.
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Recording Additions to Capital Assets

Improvements on capital assets such as terracing or major renovations or repairs to buildings
would be handled in the same way as the purchase of an asset. What about additions to capital
assets? Let's say that the Londons build an addition onto an existing barn. Cash expenses are
recorded in the cash or checking account as appropriate.

Click Checking in the account list. On a blank transaction line, enter

Date: 2/15/2012

Num: 3598

Payee: Nutherlands

Payment: 984.33

Memo: Barn addition materials

Category: [q Buildings-Improvements] (The brackets around the name indicate a

transfer to an account.)

Press Enter.

Recording the Sale of an Asset

Cash received for the sale of an asset is recorded in the checking or cash account register as
appropriate. A second entry should be made to remove the value of the asset sold from the
appropriate asset account. Procedures for recording sales of capital assets will differ slightly
from those of current assets such as market livestock.

For example, on March 21, 108 of the 112 purchased stocker steers were sold and the cash
deposited in the checking account (four head died-we'll deal with them later). On a blank
transaction line in the checking account register, enter

Date: 3/21/2012

Num: DEP

Payee: Fred Feedlot

Deposit: 82620

Memo: 108 hd @ 8.5 cwt @ $90/cwt
Category: Livestock Resale:Stocker Steers
Tag: Stockers

Press Enter.

Choose the ¢ Purchased Market Livestock account from the list and record the decrease in
assets on hand. Subtract the per head market value used at the beginning of the year times the
number of live head. (Do not use the amount of cash deposited after the sale).
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Date:
Ref:

Payee:
Decrease:

Mem

0.

Category:

Press Enter.

3/21/2012

Stocker Steers
71820
108 hd @ 7 cwt @ $95/cwt

We will use a separate income category for proceeds from sales of capital assets (it can be
set up “on the fly” if necessary). This is important so that the total amount is in a separate line in
the cash flow statement and can be analyzed separately for tax purposes. Remember that not all
income from the sale of capital assets is taxable (check with a tax consultant for details).

Note: No tax schedule is selected since only capital gains or losses are
reported for tax purposes. The total sales value will be used to calculate the
gains or losses to be reported on Schedule D. However, the Tax-related box
should be selected on the Capital Sales category so that transactions with this
category will appear in a tax summary report.

Now, let's say that a used tandem disk was sold for cash on July 31. Two entries would be
made: one to record the deposit in the checking account with the proceeds assigned to the capital
sales category and a second to reflect the decrease in the value of assets owned.

Click Checking on the account list. On a blank transaction line, enter

Press Enter.

Date:
Num:
Payee:
Deposit:
Memo:
Category:
Tag:

7/31/2012

DEP

Tom Jones

600

1996 Disk

Capital Sales, Farm
Overhead

Now choose | Machinery-Equipment from the account list. On a blank transaction line,

enter

Press Enter.

Date:
Ref:
Payee:
Decrease:

Memo:
Category:

7/1/2012
1994 Disk

500 (This is the value entered at the beginning of the year, not the
amount for which the asset was sold.)
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Recording Changes in Inventory

To generate an accurate balance sheet on a specific date, each asset account must be updated
to reflect changes in inventory including both physical quantities and changes in values of the
existing quantities. Let's say the Londons used 500 bushels of their stored wheat for feed. It is
now the end of the year and they want to update the balance in the d Inventory account.

Click d Inventory in the account list.

Date: 12/31/2012

Ref:

Payee: Stored wheat

Decrease: 2500

Memo: 500 bu @ $5/bu used for feed (Use the price at which the

inventory was valued in the beginning inventory, not the current
market price.)
Category:

Press Enter.

What about those four purchased stockers that died before being sold? Click ¢ Purchased
Market Livestock in the account list.

Date: 3/1/2012

Ref:

Payee: Stocker Steers

Decrease: 2940

Memo: Died: 4 hd @ 7 cwt @ $105/cwt (Again, note that we used the

per head value used in the beginning balance, not the current
market weight or price.)
Category:

Press Enter.

Aunt Minnie purchased and gifted the Londons two bred heifers for Jack’s birthday on
October 24. From the account list, click k Purchased Breeding Livestock.”

Date: 10/24/2012

Ref:

Payee: Bred heifers

Increase: 2400

Memo: 2 hd @ $1200/hd, Aunt Minnie
Category:

Press Enter.

*Remember that these instructions are designed for a market-value balance sheet. Records for tax
purposes are kept separately. For more information on estimating taxes, see OSU CR-954.
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Recording Changes in Values of Assets

At the end of an accounting period, the balance sheet may need to be updated to reflect
changes in market values. For instance, if land values increased 3% during the year, an entry
reflecting the inflation in value should be recorded. One transaction for price adjustments could
be entered that reflects the total increase in value for all land or an adjustment could be entered
for each piece of property:

Click p Land in the account list.

Date: 12/31/2012

Ref:

Payee: Smith Place

Increase: 2880

Memo: 3% increase in land values
Category:

Press Enter.

Repeat the process as necessary so that the total values reflect market conditions on the date
that the balance sheet will be generated. The same process would be followed if the market price
of an asset were to decrease during the year, only the dollar amount of change would be entered
in the decrease rather than increase column.

Recording a Loan Payment

Let's assume it is time to record a payment to Yukon John Deere for the chisel purchased.

Tools
Loan Details

Choose Loan (at the bottom of the screen) and select JD Chisel, OK (if you have more than one
loan)

Make Payment
Regularly scheduled loan payment

Enter the check number and any other information not already on screen.
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Make Regular Payment
Account ta use: Type aof Transaction:
| Checking ﬂ | Payment ﬂ
Fayee Date:
|Yuk|:|n John Deere |E| Address... IW B
Categary: AmoLnt;
[-Spit- []] spiit.. 206435 | @
M emo: Murnber:
| [3554 [+]
-\E ') 0K Cancel

OK

Close the View Loans screen by clicking Done (or the X in the upper right corner of that
window).

In the checking account register, click the loan transaction you just recorded. You can view
the amounts applied to principal and interest by clicking Split (or press [Ctrl+S]).

You will see that Quicken has allocated the appropriate amounts of the fixed total payment
to principal in the liability account ($1,679.35) and interest ($385).

To verify that the principal payment has been subtracted from the outstanding balance of the
John Deere Chisel note, highlight the account name, JD Chisel. The principal portion of the
payment from the checking account has automatically been applied to the loan balance using the
category information. Thus, the remaining balance has been reduced from the opening amount to
reflect the principal payment.

Note: You can check your loan balances at any time by looking at the account list
(choose Tools, Account List from the main menu), or by choosing Reports, Net Worth
& Balances, Account Balances.

Estimating and Recording Accrued Expenses

For the liability section of the balance sheet to accurately portray the financial position of the
business, expenses that have been incurred but not yet paid are included. The biggest potential
liabilities are interest on loans (lines of credit, operating notes, real estate notes) and taxes (ad
valorem, income tax, and payroll). Here we will focus on the accrued interest liability using the
London's chisel loan as an example. The Londons plan to generate a balance sheet at the end of
the year and want to know what amount they should include for accrued interest on the chisel
loan. Recall that $11,000 was borrowed on January 12 at 7% interest and that the first semi-
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annual payment was made on July 12. The principal portion of that payment was $1,679.35
reducing the balance of the loan to $9,320.65.

The formula for calculating interest accrued is

Loan Balance x Fraction of year for which the balance is outstanding x Annual interest rate

Accrued interest
Thus, the accrued interest on December 31 for the London chisel loan is approximately

$9,320.65 x 5.5 months x 7% = $299.04
12 months

To record the accrued interest for non-real estate in Quicken, choose cc Accrued Interest-
Nonreal Estate from the account list. On a blank transaction line, enter the accrued amount:

Date: 12/31/2012

Ref:

Payee: Accrued interest-JD Chisel
Increase: 299.04

Press Enter.
Similar calculations and entries should be made for each outstanding loan.
Generating a Balance Sheet Report
Once all assets and liabilities are recorded, generate a balance sheet by clicking
Reports
Net Worth and Balances
Net Worth

Change the date range to Custom Dates and the dates to 1/1/2012 and 12/31/2012
Click OK.

If you like the format of this report and think that you might want to reuse it later, you may
want to memorize it. Click the Save Report button. Name the report London Balance Sheet,
and save in Farm Reports.

Click OK.

Click the X in the Balance Sheet window to close it.
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Backing Up Your Data

Quicken automatically saves data that you have entered in the file on which you have been
working when you exit the program. However, you will want to regularly save a backup copy
on a floppy disk or CD, as well. See the backup instructions earlier in this manual if you need

assistance. CONGRATULATIONS! You've completed the introduction to building a
balance sheet.
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Accounts List

Asset Accounts

a Marketable Securities

b Raised Market Livestock

¢ Purchased Market Livestock

d Inventory

e Accounts Receivable

f Prepaid Expense

g Growing Crops

h Other Farm Current Assets

i Notes Receivable

j Raised Breeding Livestock

k Purchased Breeding Livestock
| Machinery-Equipment

m Vehicles

n Capital Leases

o0 Investment in Coops

p Land

q Buildings-Improvements

r Other Farm Noncurrent Assets

Liability Accounts
aa Accounts Payable
bb Accrued Interest - Operating

cc Accrued Interest - Nonreal Estate
dd Accrued Interest-Real Estate

ee Ad Valorem Tax Payable

ff Income Tax Payable

gg Payroll Taxes Payable

hh Accrued Expenses

Marketable securities

Raised market livestock
Purchased market livestock
Stored crops, feed, supplies
Accounts receivable

Prepaid expenses - insurance
Cash invested in growing crops
Other farm current assets
Notes receivable

Raised breeding livestock
Purchased breeding livestock
Machinery & equipment
Vehicles

Capital Leases

Investment in coops

Land

Buildings & improvements
Other farm noncurrent assets

Accounts payable

Accrued Interest - operating
note

Accrued Interest - nonreal estate
Accrued Interest-real estate

Ad valorem tax payable

Income tax payable

Payroll taxes payable

Accrued expenses
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Glossary of Quicken and Financial Terms

Account: A collection of transactions. Account reports are similar to bank or credit card
statements. 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).

Amortize: (Amortization Schedule) Spread loan repayment over a number of time periods with

interest paid on the remaining balance. An amortization schedule shows the split for interest and

principal paid in regular payments over the life of a loan. Typically, the majority of the payment

is for interest at the beginning of loan repayment. As the principal balance decreases, more of the
payment goes toward principal and less toward interest.

Category: Similar to a chart of accounts in accounting. Categories are used to separate income
and expenses so that you can track how your money is being made and spent. Examples of
categories are Salary, Interest earned, Feed and Clothing.

Class (see Tag)

Cleared transaction: Transactions that have been processed (posted) by the financial institution
and are listed on statements from the institution. In Quicken, cleared transactions are marked in
the register under the Clr column with a “c”.

Credit: A means of purchasing something now with borrowed money and typically repaid in
installments. In addition to repaying the amount borrowed, interest will be paid along with fees
for establishing a loan. Examples of credit are credit cards, personal loans, and home mortgages.

Compounding interest: Process by which the interest earnings on an investment are added to
the original investment, leading to faster growth as interest is paid on the accrued interest.
Likewise, compounded interest on credit increases the balance owed because interest is charged
on the balance and unpaid interest.

Deposit: A transaction for which money is added into an account. Deposits increase an account
balance.

Expense: A transactions for which money passes to another person, business or organization.
Expenses reduce an account balance. Keeping track of expenses helps evaluate how and where
money is spent.

File: In Quicken, a collection of accounts with the associated transactions, similar to a file
cabinet with folders for financial information. Information entered in Quicken is automatically
saved to the file, but backing up files helps insure that information is not lost due to computer
failure.

Income: Money you collect from someone else. Income increases the amount of money

available to you. Income can be earned (for example, wages) or unearned (for example, gifts or
interest income).
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Inflation: The rise in the price of products and services over time. Typically, the amount of
money it takes today to buy products today will not be enough to buy the same products in the
next few years; hence, the importance of planning for inflation (historically about 3%) to meet or
exceed future costs.

Interest: The fee that you pay for borrowing money on credit. The interest rate (percentage) is
set when the loan is made. Some interest rates are “fixed” which means one rate is charged for
the length of the loan; others are “variable rate”, meaning that the interest rate changes
periodically to reflect changes in the interest base rates.

Memo: A field in the register to record important information for the transaction, for example,
an invoice number or item description such as the number of products, weight or price per unit.

Payee: The person, organization, or business that is to receive payment. For expenses, the payee
is the name of the person or business being paid; for income or deposits, the payee field lists the
source of the money.

Principal: The amount of money borrowed for a purchase or improvement. Additional fees or
interest are based on the principal amount loaned.

Reconcile: The process of matching records to a statement received from a financial institution
or service, and making them come into agreement. Quicken includes features to reconcile
accounts. In the register, a reconciled transaction is identified by an “R” in the Clr column.

Reports: An information summary showing how money is being spent and earned. For instance,
a cash flow report can show the inflow and outflow of cash by year, by quarter or by month or
other specified time period. Other examples of reports are a transaction report, tax summary
report, account balance and balance sheet report.

Tag: A means of labeling a transaction that is independent of the category assigned. For
farmers/ranchers, using tags allows tracking of income and expenses by enterprise (crops and
livestock). For example, tags can be used to differentiate between income and costs for Wheat,
Cow-calf, Stockers, and Alfalfa. Tags may also be used to record partnership shares or field/farm
level detail. (In earlier versions of Quicken, the “class” feature was used to accomplish this.)

Tax-related categories: A feature of the category list which allows information to be
summarized in ways useful for tax planning and reporting. The appropriate tax form or schedule
(such as Schedule F for farm income and expenses or Schedule C for business) can be designated
for individual income and expense categories so that a report can be generated that lists
transactions by schedule or form.

Transaction: The record for a change in the value of an account. Examples are a purchase using
a check, the transfer of money from checking to savings, or a deposit of cash into savings.

Transfer: Movement of funds from one account to another, for example, moving money from a
checking account to a savings account.
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Uncleared (outstanding) transaction: Outstanding checks or deposits. An uncleared
transaction has taken place (a check has been issued or deposit made), but the transaction has not
yet been processed and cleared through an account at the financial institution.
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