Getti ng Started

In this chapter, new Quicken users will learn how to create a data
folder and a data file. For those users who are upgrading from an
earlier version of Quicken, this chapter will go through creating a data
folder if needed and copying your old data file to your data folder within
Quicken 2004.

And for all users, this chapter will also cover checking and
modifying the Quicken 2004 program settings, making modifications to
the main toolbar and backing up the data file.

If you are upgrading to a newer version of Quicken from an
earlier version, skip the next section and go to the section Upgrading
To Quicken 2004 later in this chapter. For new users, go to the next
section.

First Time Into Quicken After Being Loaded Onto Your

Computer

After you have installed Quicken, starting the program will bring
up an introductory video. You can either watch the entire introduction,
Click Quit or Click Skip Intro. If you watch the entire introduction or
Click Skip Intro you can then Click Start Quicken Basic whenever
you want. If you Click Quit, the program will then start immediately.
The program will then bring up a window with the heading, WELCOME
TO QUICKEN 2004!, The program wants to know if you are a new user
or if you are already a Quicken user. Click in the first radio knob to
specify that you are new to Quicken 2004 and Click Next in the bottom
right of the screen.
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Get Started with Quicken 2004 ﬂ

Welcome to Quicken 2004!

Select one of the fFollowing:
% I am new to Quicken,

™ I am already a Quicken user.

A second window then wants to know “What do you want to call
your data file?” and where it will be located. By not using the default
name and location, you will able to locate your data file more easily at
a later time. Click the second radio knob to choose a different file
name and location. Click Next in the bottom right of the screen. You
will now create your data folder and data file.

Get Started with Quicken 2004 ﬂ
What do you want to call your data file?

By default your data File is named QDATA and stared in the same direckary where Quicken is installed.

Select one of the following:
% I will use the default file name and location,

™ I want to choose a different file name and location,

4w ] (]
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Creating Your First Data Folder and File

The CREATE QUICKEN FILE window now opens. The folder
appearing in Save in: is the folder where Quicken 2004 is located. At
this point there are 19 folders within the Quicken 2004 folder.

In the upper right corner of the CREATE QUICKEN FILE window,
there are four icons.

Create Quicken File llil
Savein: | {2 0B2004 x| « ® ek E-

Basic ca hpirvest [sounds
Certs 3 hprisc
Deluxe 3 hpplan
HAE Chptax
Help Cinet
hpbank. Cdmavies
hpbiz [ IPremier
hpcar [ qsapi
hphome (snap

File: ramne: I j

Save as type: Illuicken Files [*.Q0F) j Cancel

Help

[l

Point to each icon and a description will drop down. Point to the
one that says CREATE NEW FOLDER and Click. NEW FOLDER will
appear in the list of folders and will be highlighted. Type DATA to
replace NEW FOLDER. Click off to the side and away from the list
of folders. After DATA is one of the folders, Double Click on DATA
folder to put DATA in Save in:. The DATA folder is where the file
containing your record data will be saved. Creating and using a DATA
folder for your data file is not absolutely necessary, but by using a
DATA folder your data is separate from the program folders and easily
located on your computer’s C drive.
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Create Quicken File 7] x|
Save in; Iﬁdata j Lo IfF '

X

File name: |PRIM&RYD4 |
|

Save as type: Illuicken Files [*QDF) Cancel

My Netwark P...

Help

Ll

Click in the blank to the right of File name: to get the cursor in
the blank. Now Type in a name for your data file. A suggestion would
be to use your last name or your business name as your data file
name.

Click OK to close the CREATE QUICKEN FILE window. The
program will then create your named data file and open the QUICKEN
GUIDED SETUP window.

Welcome to Quicken Guided Setup

Before you start using Quicken...

CQuicken Guided Setup helps wou get the most from Quicken. After wou select your financial goals, Guicken Guided Setup leads you through a personalized setup
process so that vou set up only the parts of Quicken vou need ko mest vour goals,

Quicken Guided Setup will help you:

= Enter same basic information about yourself.,
= Select vour financial goals,
= Set up the parts of Quicken you need to meet your goals.

To lzarn more about what Quicken can do -
for wou, watch the video. Watch Quicken Tour

Exit Setup M Next Step [
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Since we will lead you through setting up the program, Click Exit
Setup in the lower left of the screen. Click YES when prompted “Are
you sure you want to leave Quicken Guided Setup?” The program will
now take you to the QUICKEN HOME PAGE.

FS Quicken 2004 Basic - PRIMARY04 - [Quicken Home]

File Edit Taools Online CashFlow Inwesting Properky 8.Debt Reports  Upgrades Help

G da P Y i) > = s

Update Reports  Setup Brokerage  Services Quicken. com Customize

| Quicken Home N Quicken Home

w | Cash Flow Center

$0.00

| Investing Center Motes & Reminders
$0.00

= | Property & Debt Show &l Motes & Reminders
$0.00

Current Bills and Scheduled Transactions

On the menu bar Click Tools, Click Category List to view the
categories contained within your data file. When creating a new data
file, Quicken creates a large number of family living categories plus
income and expense categories for non-farm businesses reporting on
Schedule C.

While some family living categories are needed to keep track of
your business and family finances, there are probably more categories
than needed. Since most farms also have off-farm income, the non-
farm income categories at the top of the list, listed as income under
the type column, can be left on the list. Examine the family living
expense categories to determine if you want to use any of these
categories. To delete any family living categories and the Schedule C
categories, go to the Deleting Categories section of the Categories
and Classes chapter for instructions.

One category on the list that should definitely be deleted is the
category “Cash.” We will create a Cash Account later that will be used
to track cash income received and expenses paid by cash. Keeping
“Cash” as an expense category creates confusion.
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Deleting a Data File

If you make a mistake setting up your data file, the mistake can
easily be corrected. The correction in most cases is to simply delete
the file and start over.

To delete your file, go to the menu bar and Click File, Click File
Operations, Click Delete to open the DELETE QUICKEN FILE
window. Click on your file name and Click OK. Quicken will prompt
you several times to make sure that you want to delete the file. After
the file is deleted, go to the menu bar and Click File, Click New to
start the process again.

If you make a mistake in the beginning, don’'t become
discouraged. It is easier to correct the mistake early in the process
than to wait until you have several months of financial transactions
entered and then wish you had set up your data file differently.

How Many Files?

If your business is operated as a sole proprietorship, combining
your business and personal accounts and categories into one file
works best.

If your business is incorporated or operates as a partnership
where you receive a regular paycheck for your labor and management,
you will probably want to set up one data file for the business and one
date file for your personal financial information. To create another file,
simply follow the instructions in Creating Your First Data Folder and
File.

For the business data file you will need to delete all the
categories in the Category List. This will allow you to create the
income and expense categories that are best suited for your
partnership or corporation.

Upgrading To Quicken 2004

Before you install Quicken 2004, you should make at least one
back-up copy of the data file you have been using with your earlier
version of Quicken. After you have done that, close all your programs,
shut down your computer, restart it and install the Quicken 2004
program. When the program starts for the first time, it will start an
introductory video. You can either watch the entire introduction, Click
Quit or Click Skip Intro. If you watch the entire introduction or Click
Skip Intro you can then Click Start Quicken Basic whenever you
want to start the program. If you Click Quit, the program will then start
immediately. Once the program starts it will open the WELCOME TO
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QUICKEN 2004! window. Click on the second radio knob that you are
already a Quicken user, Click Next and the SELECT YOUR DATA
FILE window shown below will open.

Get Started with Quicken 2004 x|

Welcome to Quicken 2004!

Select one of the following:

™ T am new ko Quicken,

Which option you choose in the SELECT YOUR DATA FILE
window will depend on whether you are changing computers along with
upgrading to Quicken 2004. Go to the Upgrading Only section or the
Upgrading and Changing Computers section depending on your
situation.

Upgrading Only

If you are not changing computers, but only upgrading to
Quicken 2004, Click the first radio knob to open a file that is located on
your computer. Click Next and the program will open the OPEN
QUICKEN FILE window. The folder shown in Look In: will be the
location where your file was opened from the last time you used your
old Quicken program.

Because the program will not automatically move your data file to
the location of your new Quicken program, we recommend you move
your file using Copy/Paste (or Cut/Paste) rather than opening it at this
point. Point at your data file name, Right Click to open the drop down
menu and Left Click on Copy. Change the folder in the Look In:
window to the folder where your Quicken 2004 program is located.
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Once you have the Quicken 2004 folder in the Look In: window
you should see 19 different folders. Before you paste your data file to
this location, we recommend you create another folder, called DATA,
following the instructions in the Creating Your First Data Folder and
File section earlier in this chapter.

After creating the DATA folder, Double Click on the DATA folder
to open it. Right Click and Left Click Paste to put your data file into
the DATA folder. Click OK within the OPEN QUICKEN FILE window to
open the CONVERT YOUR DATA FILE window. Go to the Completing
the Conversion to Quicken 2004 section.

Upgrading and Changing Computers

If you are changing computers and upgrading to Quicken 2004,
Click the second radio knob in the SELECT YOUR DATA FILE window
to restore your data from a CD or disks. Click Next to open the
SELECT RESTORE DRIVE window, Click OK after selecting the drive
where the back-up disk or CD is located. After the file has been
successfully restored, go to the menu bar, Click File and Click Open
to open the OPEN QUICKEN FILE window. You should see the 19
folders and your data file within the Quicken 2004 folder. Before
opening the data file, we recommend you create another folder, called
DATA, following the instructions in the Creating Your First Data
Folder and File section earlier in this chapter.

Get Started with Quicken 2004 x|

Select your data file

What do you want to do?
™ Open a file located on this computer,
" Restore a Quicken data file I've backed up to <D or disk,

™ Skart over and create a new data file.

[ oo | (]
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After creating the DATA folder, point to the data file, Right Click
on your mouse to open the drop down menu and Click Cut, then point
and Double Click on the DATA folder to open it. Right Click and Left
Click Paste to put your data file in the DATA folder. Click OK within
the OPEN QUICKEN FILE window to open the CONVERT YOUR DATA
FILE window.

Convert Your Data ‘ X
Convert your data file.

Cuicken will autamatically canwvert the fallowing data file:

C:AOB20045DATANPRIMARYDS
to the Guicken 2004 farmat,

Mote: Y'our anginal file will be placed in a folder called
[03Files in your Quicken folder. Uze this file if you wizh to
go back to a previous version of Cuicken,

| Cancel | | Help |

Completing the Conversion to Quicken 2004

Click OK to begin the process of converting your data into the
Quicken 2004 format. After the conversion is completed, the QUICKEN
GUIDED SETUP window opens.

Welcome to Quicken Guided Setup

Before you start using Quicken...

Quicken Guided Setup helps wou get the mast from Quicken. After wou select yvour financial goals, Guicken Guided Setup leads you through a personalized setup
process so that vou set up only the parts of Quicken vou need to meet vour goals,

Quicken Guided Setup will help you:

Enter same hasic infarmation about yourselF,
Select your financial goals.
Set up the parts of Quicken you need to meet your goals,

To lzarn more about what Cuicken can do
for wou, watch the video. Watch Guicken Tour

Exit Setup -M MNext Step b
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Click Exit Setup in the lower left corner of the window and Click Yes
when prompted to make sure you want to leave the setup. The
program now opens up the QUICKEN HOME PAGE.

Program Option Settings for Quicken 2004

In the menu bar, Click Edit and point to Preferences to open the
drop down window containing the following options: Quicken Program,
=Customize Online Updates and Internet Connection Setup. Each
option will show the different settings that can be customized.

[S Quicken 2004 Basic - PRIMARY04 - [Quicken Home]

File | Edit Tools ©nline Cash Flow  Inwesting Property 2 Debt  Reports

(il |-
oy (o
Paste ZEr| 44!
Find & Replace *

Customize Account Bar
Customize Tool Bar

Preferences Quicken Program
Cuskarize Online Updates h
Inkernet Connection Setup

Click Quicken Program to open the QUICKEN PREFERENCES
window. The major preference types and their sub-preferences are
shown on the left of the screen. To move from one preference to
another, simply Click on the preference you want.
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The following graphics show the settings we recommend for each
of these. Since we are not using any on-line connections with Quicken,
we do not cover the sub-preference, Web Connect. The settings
shown are our suggestions. After you become familiar with the
program and its features, you may want to review these settings and
change them to suit your preferences.

Startup

Quicken Preferences x|

Select preference type: Select preferences:

m Startup preferences

Setup
Calendar and currency
Backup
Web Connect
Register
CluickFil
M atify
Write Checks
Heminders
Reports and Graphs
Repart: anly

Or startup open to: fouicken Home j

]S | | Cancel | | Help




Setup

Quicken Preferences

Select preference tppe;

Select preferences:

Startup

Calendar and currency

Backup

Web Connect
Reqgister

CluickFil

M atify

Wirite Checks
Heminders
Reports and Graphs

Reparts anly

Quicken Preferences

Select preference tppe;

Setup preferences

— Move Account Bar to

™ Left zside of the screen
= Right side of the screen

— K.epboard mappings
Use Chl-Z/4/00¢ for;
" Quicken standard
% wWindows standard [Undo/Cut/Copy/Paste]

[ Tum on Quicken sounds

Select preferences:

Startup
Setup

Calendar and currency

Backup

Web Connect
Reqister

CuickFil

M iy

Quicken Preferences

Select preference type:

Calendar and cumrency preferences

Working calendar

% Calendar pear
" Fiscal year Starting manth; |Januany j

[ Multicurency support

Select preferences:

Startup
Setup
Calendar and currency

Backup

Web Connect
Reqgister

CluickFil

M atify

Backup preferences

Remind after running Cluicken: 1 imes [0-99]

b asirnum number of backup copies: E [1-9]

W warn before ovenwriting old files
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Register

Quicken Preferences

Select preference wpe:

Select preferences:

Startup
Setup
Calendar and curency
Backup
Web Connect
CluickFil
M atify
Wirite Checks
Heminders
Reports and Graphs
Reparts anly

Register preferences

— Reqister fields

[ Show Date in first column
[ Show Memo before Category

— Drata entry

[T Automatically enter split data
[T Use automatic categorization

— R eqister appearance

¥ Show Tranzaction Toolbar

[T Remove Memonzed Transactions not used in last [0 otk

Quicken Preferences

Select preference pe:

Select preferences:

Startup

Setup
Calendar and curency
Backup
Web Connect

Register
CuickFill

M atify
Wirte Checks
Heminders
Reports and Graphs
Reparts anly

QuickFill preferences

— Drata entry

¥ Use enter key to move between fields

¥ Complete fields using previous entries

¥ Fecal Memorized Transactions [requires automatic completion)
[ Provide drop-down listz on field entry

¥ Capitalize Payees and Categories

¥ Show buttonz on QuickFill fislds

— Automatic lizt updating

[T Automatically memorize new transactions
[T Automatically memorize ta the Calendar list
[T add Address Book QuickFill group items o QuickFill list

Note: The quick fill settings are suggestions. Different

users have different preferences for these settings.
You may want to experiment with these settings to

determine which you prefer.

2.13



Quicken Preferences

Select preference wpe: Select preferences:

Startup Motify preferences

Setup
Calendar and currency — Mtify
Backu . .
wieh EI:I;II"II"IECt ¥ ‘“when entering out-of-date tranzactionz

Register ¥ Before changing existing tranzactions
QuickFil ¥ ‘when entering uncategonized transactions

¥ Toarun areconcile repart after reconcile

Wiite Checks ¥ ‘wam if a check number iz re-used

Quicken Preferences

Select preference tppe: Select preferences:
Startup Wirite Checks preferences
Setup
Calendar and currency ~ Printed date style
Backup
& Ao
Web Connect o 4 d!g!t b
Register 2-digit wear
CluickFil
P ctify — Check zettingz
e [T Allow enty of extra meszage on check
Reminders ¥ Frint categories on voucher checks
Reports and Graphs ¥ Change date of checks to date when printed
Repart: anly
Reminders

Quicken Preferences

Select preference tupe:

Select preferences:

Startup
Setup
Calendar and curmency
Backup
Web Connect
Reqister
CluickFil
[ atify
Wirite Checks

Reminders preferences

tirme pou zpecified with each one.

Show calendar notes for;
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Reports and Graphs

Quicken Preferences

Select preference tupe;

Select preferences:

Startup Reportz and Graphs preferences
Setup
Calendar and currency — Default date range
Backup
wheb Connect “'ear to date j from: 1/1/2004 b 1/31/2004
Register
UuickFil — Default comparizon date range
M iy
wWiite Checks framm: 1/1/2003 b 1/31/2003
Heminders
Reports and Graphs — Customizing reports and graphs
Fieparts anly ¥ Customizing creates new report or graph
™ Customizing maodifies curent repart or graph
[T Customize report/graph before creating
Quicken Preferences
Select preference tppe; Select preferences:
Startup Report only preferences
Setup
Calendar and currency — Account display
Backup .
wieh Carnect :: Dezcription
Register * Name
QuickFill " Both
Matify
Wiite Checks — Categary dizplay
Reminders " Description
Reports and Graphs & Mame
Reparts anly
e " Both
[ Usze color in report
V¥ QuickZoom o investment forms
¥ Femind me to zave reports
Decimal places for prices and shares: 3 [0-E]
| ] | | Cancel | | Help

Click OK to close the QUICKEN PREFERENCES window.
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Setting Up the Main Toolbar

The main toolbar can be used to access parts of the program
without having to use the menu bar.

Click the CUSTOMIZE button on the main toolbar to open the
CUSTOMIZE TOOL BAR window. Using the CUSTOMIZE button
allows easy access to this window to make changes to the toolbar
when desired.

[$ Quicken 2004 Basic - PRIMARY04 - [Quicken |

File Edit Tools ©nline CashFlow Investing Property & Debt  Reports Upgrades Help

G 2 P Y 2k D ms 8

Update Reports  Setup Brokerage Services Quicken. com Cuskomize

Customize Tool Bar x|
Add to tool bar: Current tool bar order:
Account List - Back
Address Boak, — One Step Update —
Backup Reparts and Graphs
Calculatar Quicken Guided Setup —
Calendar ‘:\ Guicken Brokerage powered by ...
Cateqory List Quicken Services
Clazs List Cuicken.com
Dizconnect
Download Quotes © by
Export QIF File ' |cons and test
Find
Find/Feplace " lcons only
Forward
Help Index ;I
fw' Show all tool bar choices Edit lzons... | |HE§tDrE Defaults|

| Select a Saved Report... |

Click on SHOW MORE ITEMS at the bottom left of the window to
see an expanded list of available options.

Within this window you can add items to the Current Tool Bar: list
from the Add to Tool Bar: list by highlighting the item you want to add
and Click Add-> to insert the item into the Current Tool Bar: list.
Likewise, to remove item(s) from the Current Tool Bar: list, highlight
the item in the list of, Click <-Remove and the item is removed from
the list.
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While items can be added or removed from the Current Tool Bar:
list at any time, some of the buttons you might want to consider adding
to the Current Tool Bar are: Backup, Category List, Class List,
Memorized Transaction List, Print Checks and Write Checks. The
order of the buttons shown on the toolbar can also be changed within
this window. Point and Click on the item in the Current Tool Bar: list to
highlight it and Click Move Up or Click Move Down to change the
order.

When you are finished making additions or deletions or changing
the order of the buttons, Click OK to close the CUSTOMIZE TOOL
BAR window.

Account Bar

The purpose of the Account Bar is to allow you to move from
account register (checking, cash, etc.) to account register easily. The
program has three categories within the Account Bar, the Cash Flow
Center, the Investing Center and the Property & Debt Center. Every
time you create a new account, it is added to one of these centers.

To move from one register to another, just point and Click on the
register you want. Referring to the graphic below on the left, if you
want to move to the Farm1 account, point and Click on Farm1 and the
Farm1 register will open. Likewise, if you want to check the
transactions in the JDLoan account, point and Click on JDLoan in the
Property & Debt Center and the JDLoan register will open. You are
able to move from one account to another easily just by pointing and
Clicking on the various account names listed in the Account Bar.

There are various options available within the Account Bar. By
pointing and Right Clicking on a Center name, you get a drop down
menu of available options. We would recommend that you change the
location of the Account Bar to the right side of the screen (the default is
the left side). This allows your account register to show from left to
right with the Account Bar following on the right. Another option at the
bottom of the Account Bar is the Hide Amounts button that hides the
account balances. There is also a Customize button that allows you to
select which accounts will show in the Bar, their arrangement, etc.
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Go ko Cash Flow Center

| Cash Flow Center Callapse all accounts

3,527.45 Expand all accounts
Hormel k 36,673 44
Cash &ccount 0,00 Shows amounts
$4u 200.89 v Hide amounts
,200,
v | Investing Center v Show Current Balance in bar
Shows Ending Balance in bar
#0.00
Shiowe Account Bar on left
| Property & Debt = - :
v Show Account Bar on right
FiZsLoan 0.0a
I0Loan -28,151.56 Add new accaunt
-$28,151.56 Add/remove accounts From bar

Rearrange accounts
Delete/hide accounts in Quicken

Ending Balance $12,049.33

Cuskomize | Hide Amounts |

The settings for the Account Bar can be changed at anytime. As
you become more familiar with the program you may want to change
the settings we have suggested.

Backing Up Your Quicken Data

It is suggested that you have your program set to “Remind after
running Quicken” to one time. This setting is shown earlier in this
chapter under the QUICKEN PREFERENCES window, Setup — Backup
preference. As you exit the Quicken program you will be prompted to
backup your data file from the AUTOMATIC BACKUP window. Click
Backup to open the QUICKEN BACKUP window. Your data file name
and its location should come up in FILE TO BACK UP and under BACK
UP LOCATION, A:\ should be in the blank at the bottom of the screen.
These settings will use external 3.5" disks to back up your data.
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Quicken Backup El

—1. Select the Quicken file to backup

Back up pour current file ar specify another file below:

C:AQB2004\data\FRIMARYD4.QDF Browse ...
S

T

— &, Select the backup location

" Orline Frotect your Quicken data from computer fallure, theft and fire with ‘:\

Quicken Online Backup. Enjoy offzite storage, automatic backups
and eagy retrieval. Learn more.

[y th Select the disk drive and path to the backup directony:

A Browse ...

[nzert wour formatted backup disk in a diive now. Alkemate between
i inztead of always backing up to the zame dizk.

| Help | | Cancel | | k. |

Is this really necessary? YES!! Although the Quicken program
makes an automatic backup copy on your computer’s hard drive when
you exit, computers sometimes crash, losing all data and programs. A
copy of the data on external disks is a safeguard to protect you in case
your computer breaks down. It is suggested that you use at least two
sets of disks, using one set the first time to back up and the second set
the next time to backup. Then use the first set of disks the third time
and so on. Quicken 2004 will prompt you to use however many disks
are necessary for backing up. Also, if you are entering a lot of data at
one time, you might want to backup your data several times while you
are working.

To backup your data file without exiting the program, Click File,
Click Backup or press Ctri+B to open the QUICKEN BACKUP window.
You can also add Backup to the main toolbar (see Setting Up The
Main Toolbar above). It only takes one computer crash for you to
appreciate the value of backing up your data. Do it frequently!
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Exiting and Re-starting Quicken
You can exit the program several ways; from the menu bar Click
File, Click Exit or Click the X in the far, upper right corner of your

screen.
When you re-start Quicken, it will take you to the Quicken Home

page. As part of the Home page, the Account Bar will appear on the
screen and you only need to click one of the account names to open
the register for that account.

You are now finished with the initial setup of your Quicken
program and are ready to move onto the next section.
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