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Introduction

This manual is not intended to teach you how to use Quicken. It is expected that you already know how to use Quicken 2002. Quicken through its help function has tools to help you learn to use it or you can get information on Quicken from other sources.

This manual is specifically designed to help you use Quicken 2002 to perform the Squadron finance functions required by CAP and specifically California Wing.

If you have any comments or suggestions for changes to this manual please contact 1Lt Ira Rosenberg at iratax@earthlink.net  
Setting up a new Squadron
Install Quicken
Install Quicken per the Quicken instructions which came with the CD.

Set up default files
Request the default files “Templates” from the Wing Finance Officer. You may do this by e-mail.

You will receive five files from the Wing Finance Officer. They are 

“SQUADRON GENERAL.QSD”

“SQUADRON GENERAL.QEL”

“SQUADRON GENERAL.QPH”

“SQUADRON GENERAL.QDF”

“Squadrons Quicken.DOC”

The file “Squadrons Quicken.DOC” is instructions and documentation for installing and running Quicken. Read it before you do anything else.

Move the four “SQUADRON GENERAL” files received from the Wing Finance Officer to where you want them saved on your computer.

Open the files in Quicken – FILE then OPEN
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Rename the files in Quicken – FILE then FILE OPERATIONS then RENAME
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You may rename them to anything you wish. Your squadron name would be an appropriate name.
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Change the default Parameters
To Change Parameters go to EDIT then OPTIONS then QUICKEN PROGRAME
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Under the Settings tab change WORKING CALENDAR to FISCAL YEAR with STARTING MONTH of October
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Report Names
Go to REPORTS then MEMORIZED REPORTS then CAP 173-1
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If there are no memorized reports then you can create the CAP 173-1 by going to REPORTS then SPENDING then ITEMIZED CATEGORY to create 

it.[image: image7.png]uicken
onoz

Get Started

In this Setup view:

1 Setup your acsoune—

mereinie

2 Set up your bills &
scheduled transactions
mereinie

3 Set up your paychecks
oo

4 What's next?
mereinie

Set Up Online Services
iy setup onine senices?
Setuponine bking senices
Setuponin nvesing serices
Setuponine biling

What's Next?
Setupmyuatchist
Setupmyquotes download
Craste budger
adttomycasgonyist
Customize i page

Learn about Quicken
Fraductand CustamerSupport
GuickTourideo

Show M ideos

Howdo gt stned?
Howmuch des hauld13ck?
Guickan Help

Reports and Graphs Center

Easynswer Reports and Graphs
Memoized Reports and Graphs

Qo & Owe.
Investing

Taves
Business

Budget
CashElow

Income/Expense
Squsdron Checking Acct Income/Expense
Squstron Investment rund
Sousdron Saving: Account ' WeteCiaes
Monthy Budget
Spending
Transaction

Reconciaion
Create these investmenT SCCounTTpES:

Sk

Foreosn

SogetasFund

CugimdRmmen

S s

Set Up Property & Loan Accounts

Create these propeity & loan accounts:
House (uithor thout Morgage)
Vetileithor ithout Loan)

Assat
Lisbiy

et Up

Banking Summary

Cash Flow Comparisan

lls and Scheduled Transactions

Custorize v,

CurrentBalance  Create these accounts:

0.00, Checking
145324 Saungs
omparisan 000 Credica
— opp  MoneyMarke
Casn

0.00
Create New Account

‘Why should | iack
investmert aceourts in
Ouicken?

Create New Account

‘Why should | ack property &
loan accounts in Guicken?

Create New Account

Actions v

S uled
saetions

T

\

Scheduled liansactions make it easie to lack your recuring payments and deposits. You can chooss to be:
temindec when bils are due, ot have them entered ino you egister automatcalyl

Yo can even use schedued ansactions with amauis that v from marihto morif,

Setup a bl orcther schedued ransaction,

HawDal v

=]





Change Title to Your Squadron Name CAP 173-1

Do the same for CAP 173-2
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If there is no memorized CAP 173-2 then you can create the CAP 173-2 by going to REPORTS then BUSINESS then PROFIT AND LOSS STATEMENT to create IT.

[image: image9.png]Quickenm
2002
My Finances
Quicken Services
ez
Categories
Banking Center
St @ e
New checking scoount
Investing Center
Property & Loan
Reports & Graphs

Your Squadron Name

Reports and Graphs Center

Easynswer Reports and Graphs
Memoized Reports and Graphs

Customize Memorze Co;  Owni Owe

[reorodwe ] emdn
Investing

Taves

INCOME

1/29

TOTAL INCOME

EXPENSES
5000 Grants & Allocations

8/3/02
TOTAL 5000 Grants & Allocations

TOTAL EXPENSES

TRANSFERS
New checking account

8/3/02
TOTAL New checking account

Squadron Checking Acct
8/3/02
TOTAL Squadron Checking Acct

TOTAL TRANSFERS
Balance Forward

aircraft Checking Account
10/1

4600 Fundraising & Special Events

Accounts Receivable
I cawsib [oate | acoount | Wum  popnee shest

Squad.

TOTAL 4600 Fundraising & Special Events

Squad.

Squad.

New ch.

aircraft

Optians HowDalv X

Update

»
3

|
3
»

Imizad Catannries

‘Accounts Payable

CashFlow
Cash Flow Compaison
Missing Checks
Payrol

Proft & Loss Comparis

DEP

Project/lob

Dummy

THFR  Transfer To New Account

Transfer To New Account

Opening Balance

R 3025
30.25

30.25

-s0.00
“50.00

50.00

-1,453.24
“1,453.24

1,453.24
,453.24

0.00

R 000 v




Printing
You can  change how the report prints by checking the “Landscape” option and “Fit to One Page Wide” in the Print box.
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Bank Reconciliation

Go to Banking, Reconciliation and reconcile each of your accounts each month. 
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Complete the reconciliation. To be complete the Difference must be 0. [image: image12.png]Quicken 2002 Basic - SQUADRON GENERAL - [Recon
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When the Reconciliation is complete print a report.
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The date on SHOW RECONCILIATION TO BANK BALANCE AS OF must be the same date as the ending date on the bank statement.

Year-End Processes

At the end of the Fiscal year you must submit the required reports and forms to your Group headquarters by October 31. The following 5 items are required

1. A copy of the Year-End bank statement for each bank account.

2. The reconciliation report for each account at the end of the year.

3. CAWGF13 Hand write the book balances on September 30 of the last fiscal year and September 30 of this fiscal year.

4. Report CAP 173-1

5. Report CAP 173-2

Insure that all uncleared items will clear the bank in the future. If they will not and must be voided, do it before year-end. Once your final reports are submitted to the Group you may not make any changes to any prior year transactions without contacting the Wing Finance officer. An item which has not cleared for a prior yet and then is voided is the same as changing your prior year closing balance. That will cause a variance between the reports already submitted and next years reports which is unacceptable.

Moving a bank account

If you are going to move a bank account from one bank to another this is the procedure to use in Quicken to correctly reflect the activity.

Under Banking choose Bank Accounts then Account List
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Choose New
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Enter Next then enter the name for the new account and the new bank.
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enter the statement date and leave the ending balance 0
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Go to your old account register and create a transaction which is a transfer of the amount transferred to the new account.
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When you go back to your new accounts register the balance will be shown
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Recommendations

Backup your data to a floppy disk and keep it in a safe place away from your computer.

Reconcile every month.

Don’t net transactions. Enter the complete Debit and complete Credit in Quicken.

Do’s and Don’ts

Do only use the Category’s authorized by National.

Do use the account numbers and names as the categorys as supplied on the templates.

Don’t allow any “uncategorized” transactions.

Don’t change any transaction for a prior fiscal year.
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