








Adding Payees

Although we recommend adding payees through your financial institution’s online service, you may also add
them through Quicken. Payees added through Quicken will be paid via check.

1. Click Make an Online Payment.

¢ Quicken 2007 Premier - §-30-1 - [Checking 1113]
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Reconcilz

(it Fayment o Depost

write Checks  Update Now

Search 9 |
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Datef & “Num

Payee{Categary/Memo
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- Cash Flow Center ||| /12
Checking 1113 3,170.00,

3/20/2006 THFR

3/20/2006

o
- || Property & Debt

1/5(2007 THFR

1/5(2007
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[Checking 1113]

Dda Reqular Deposit
Stop Payment Charge

Dda Reqular Deposit

Stop Payment Charge

% BRANDY GRAYES

1,250 00 -

2,250 00

2,235 00

3,235 00

3,220 00

3,170 00

9/21/2007 Sent
okzggzon? o Sent

8/30/2007

Status

FEOIDHHPOWER BILL
Ukilities: Gas & Electric
*FRYOID** Y erizon
Ukilities: Internet

3,170 00

3,170 00

dit | [ Split || @ Attach |

b Accoun

Online Balance:

Net Worth 45,390.00 Downloaded Transactions (0}

Update Transactions )

Make an Online Payrment

{ Last download on &/30/2007)

3,170,00

Web site

I Keep your Quicken info up-ta-date from anywhere with Pocket Quicken,

2. Select Payees.
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3. Select New.

(Sl Online Payee List

Mew Bdit  Delste Use Report BErint @How Do I?

Financial Inskitution: |222 - 123456 j

BRANDY GRAYES [1] n/a
CINGULAR WIRELESS/AT 1} 12345675901 23456759
POMWER. BILL 0 1234567590

T N I R N I N e e 1 oot S N NP Y N

4. Fill in Payee information completely. Name, Street, City, State and Zip are required. Description is
optional and will not be viewable by the Payee. Account Number and Phone Number are also
required fields. If you don’t have an account number, use your last name or N/A.

5. Click OK.

set Up Online Payee 'E
Mame and Addrezs

Marme: |Lawrence Lowwer E

Description; Cancel

[DOptional]

Strest:  |12314 Windy Ln

B | Help
City: |ﬁn_l,ltu:uwn

State: e [#]  Zip: [12345

Papee Mumbers

Account |N.-".":".I

Phare: [913) 5551212
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Editing Payments

You cannot edit payments within Quicken after an Update
Transactions has been run. You must use your financial institution’s
online service to make changes to pending payments.

1. Find the payment you want to edit in the Scheduled Payments list and click Edit.

all Payment - Scheduled Payments

Status Date Payee Frequency Type Account Amount
O Active 08/09/2007 BRANDY GRAVES One-Time Check Checking 0001 $50.00 View Edit Delete
O Active 08/09/2007 CINGULAR WIRELESS/AT Manthly Check Checking 0001 $100.00 View Edit Delete
O Active 09/26/2007 LAWRENCE LOWER One-Time Check Checking 0001 %2.00 View Delete
| Quick Edit | Grand Total ~ $152.00

2. Make any changes. Click Submit.

b
Bill Payment - Edit One-Time Payment

Pay from account
Payment Date 09/26/2007 | =l

Payee | LAWRENCE LOWER - N& - Check
Memo |

Alert when payment is processed []

Payment Description

Cancel

| Submit

3. Return to Quicken and click Update Transactions.

[ — . O — - RS-
Weekdy mowing |_Enter | | Edit | | Split | [ 10 Attach |
glsofz007 [ Abm Payee Payment Deposit
Category Mamo =
Customize | Add Account Online Balance: 18,772.83 Ending Balance: 18,335.83
| i
v
lNel: Worth $s4,509.93] Downloaded T ctions (0) | Bills & Deposits (0 Due) | =
— [ Update Transactions = | | Make an Online Payment | ( Last download on 8/30{2007)
Financial Overview ]

&’ Save time with checks you can print from Quicken!
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4. Accept the updated transaction into the register.

Downloaded Transactions (1)

i Update Transactions & ] ] Make an Online Payment ] { Last download on §/31/2007) Web site

Accept transactions into register

e

@ Accept All | Finish Later |

5. Click Done to complete the synchronization.

Accept transactions into register

B =
i i i

@ [ Accept Al | [ Accept | ﬂ] |
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Deleting Payments
1. Highlight the payment in the register.

2. Select the Edit menu at the top of the screen.

2) Quicken 2007 Premier - §-30-1 - [Checking 1113]
Fil

ols Online  Cash Flow Investing Property & Debt  Planning Tax Repaorts Help

Chrli

Copy Chrl4+iC % @ @ v r Find Papment or Deposit Search pj @

Paste Chrl+ cken.com Calendar Update Support

Transackion

ecking 1113 idsican 2007
Find & Replace

e Find Transfer Reconcile ‘Write Checks Update Mow Yieww Report»  Options « @How Do I?
Customize Account Bar

Customize Tool Bar a Num Payes/Categary/Memo Payment  Cl Deposit Balance
2007 Stop Payment Charge 1500 ¢ 3,220 00 &~

Preferences 3

8/3(2007 Sent % BRAMNDY GRAYES 5000 3,170 00

9f21/2007 Sent FROIDFPOWER BILL 3,170 00
'~ || Investing Center Utilities: Gas & Electric

pizafzoo7 [ Sent ~} Lawrence Lower{alias name} 2001 Depost 3,149 99

° TE  Gelegory e
/3142007 Edit || Split | [ ] Attach | -

-

Online Balance: 3,220.00 Current Balance: 3,170.00 Ending Balance: 3,149.99

Downloaded Transactions (1)

I Update Transactions ) I I Make an Qnline Fayment I { Last download on 831 2007) tieb site

| Accept transactions into register

Status Date Mum Payee Payment

Ada Account

@ T G (o) o

Keep your Quicken info up-to-date from anywhere with Pocket Quicken,
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3. From Edit go to Transaction>Cancel Payment.
@ quicken 2007 Premier - 8-30-1 - [Checking 1113] =
File Edit Tools Onlne CashFlow  Investing Property &:Debt  Planning Tax Reports  Help
Cut Chrl+ - -
4 Copy Cr+C @ 2] E} @ Search P {9
Bac Paste Chrl+ cken.com Calendar  Update Support
Transaction » Enter - £)ife P 00
. Restore transaction Overview -d.._l‘j-,uf.:?lj LELIA,
Find & Replace 3 " ~
3plit ks Update Now Vieww Reportw Optionsv  (2)How Do I?
Customize Account Bar
) Motes and flags... =
. Customize Tool Bar attachment ry [Iema Payment Clr Deposit Ealance |
: achments. . Charge 1500 ¢ 3,220 00 |
= Preferences 3 .
— Cut transackionis)
i ing 1113 3,170.00
- : gc  Sopy transaction(s) ES 50 00 3,170 00
Savings 1114 2,220.00 Paste transaction(s)
5,390.00 — i i
$ : T Edit transaction(s) ERBILL < 517000
Investing Center | Mew Chr+h Electric
$0.00 g9j;  Delete CtrhD er{alias name} 2001 Deposit 3,149 09
e Unda delete Mama
roperty & Debt |
peste .- - Insert transaction ChrHI r - -
gz = | Enter | [ Edit || Split | | 1l Attach |
$0.00 Move transaction(s) —_—— = ———
L—  Undao Accept All Transactions a
ance: 3,220,00 Current Balance: 3,170.00 Ending Balance: 3,149,99
Memorize pavee... Chrl+
=  Schedule bill or depasit
Yoid transactionis) theduled Bills & Deposits (1 Due) 1 =
Reconcile ;
[ - Online Payment: { Lask download on &/31/2007) Wteh site
Find
q  Find next
Ll @0 To matching transfer :
I Go to specific date... Chr-G Payment Deposit
ower{alias name} 20,01
. Cancel Payment h Accept Match Igniore
Customize || Add Account i etk
3 Properties
[Net Worth $5,390.00] @) [ Renaming Rules | [ Acceptanl | [ Accept | [ Done
| Financial Overview |

Z Keep your Quicken info up-to-date From anywhere with Pocket Quicken,

4. Confirm that you would like to delete payment.

Quicken 2007

\ ? ) Cancel payrent for $20.070 to 'Lawrence Lowerfalias name}'' dated 9/26/20077

5. Run a transaction Update.

Update Transactions | I
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FAQ

Q: | added a new payee in Quicken but when I log into my financial institution’s online service, | don’t see
that Payee. Did | do something wrong?

A: When you add a payee in Quicken it will not automatically display on your FI’s internet financial services
site. It does carry over once a payment is scheduled for that payee.

Q: How do I set up a recurring payment in Quicken? | thought | could make an automatic monthly bill
payment.

A: Quicken does not support automatically recurring payments. If you’d like to set up a repetitive payment
you must use your financial institution’s online software. Available frequencies are weekly, biweekly,
semimonthly, monthly, quarterly, semiannually and annually.
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