Quicken® for Windows®

Account Conversion Instructions

As [Financial Institution A] completes its system conversion to [Financial Institution BJ,
[Insert Your you will need to modify your Quicken settings to ensure the smooth transition of your
Logo Here] data. You will need your customer ID and password for [Financial Institution A] and
[Financial Institution B]. This update is time sensitive and must be completed

between [Beginning Date] and [End Date].

It is important that you perform the following instructions exactly as described and in the
order presented. If you do not, your online banking service may stop functioning properly.

This conversion should take 15—30 minutes.

Note: In the following screen shots, red icon numbers match step number instructions.

All bank and register information is fictitious and for illustration only.

g This detour symbol indicates section instructions that are for bill pay customers
only. If you do ot use Quicken to make online bill payments, then you can skip

these sections or steps.

A Throughout this guide, this symbol displays to indicate that there are optional FAQs.

BACK UP YOUR CURRENT DATA

(ALL customers)

1. Choose File menu = Backup.

2. In the Quicken Backup dialog, specify which file to back up and where you want the backup saved,
and then click OK.

DOWNLOAD THE LATEST QUICKEN UPDATE

(ALL customers)

1. Choose Online menu - One Step Update.
2. In the One Step Update Settings dialog, uncheck any boxes, and then click Update Now.
3. If a software update is available, then you will be prompted to apply it now.

4. When the update completes, restart Quicken.
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DELETE REPEATING ONLINE PAYMENTS

(BILL PAY customers only)

A repeating online payment is one that Quicken makes automatically after you have sent one initial online
payment instruction that specifies the payment amount, frequency, and delivery dates. After creation, your

financial institution will continue to send payments until you cancel the transaction or until it expires.

@ BILL PAY ONLY: If you do not use online bill payment, then skip to section E.

1. Choose Cash Flow menu = Scheduled Transaction List.

@ Bills & Deposits 3 =181 %]
3
Enter Skp CreateNeww Egt 9 Options ™ @ (2)How Do 17

| Monthly Bidls & Deposits L,’A_IIBils&Deposls I§:heduled IRepeaungOnIlne]

¥V Showgraph ¥ Show calendar

L - - + - + - - -
Status ! Due Date Payee Amount _ Showinlist _ #left Method How Often Web Action
< 9/8/2006 Abc Utiity -9.00  Sdays before Repeat Monthly m

2. Click the Repeating Online tab. If the list is empty, then skip to section D.

3. Click Print to save your list of repeating payments. (You’ll use this information when you rectreate

these payments in section H.)

4. Click the first payment to highlight it, and click Delete. Click Delete to confirm. The transaction
Method changes from Repeat to Rept-Cancel.

Repeat step 4 for each additional repeating online payment.

5. Close the Bills & Deposits dialog when complete.
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DELETE PENDING ONLINE PAYMENTS

(BILL PAY customers only)

A pending online payment is a single payment entered and sent; however, this payment has not been

processed yet by your financial institution.

@ BILL PAY ONLY: If you do not use online bill payment, then skip to section E.
1. Choose Online menu = Online Center.
-loix]
Delete Payees Repeating Contact Info Password Yault  Renaming Rules o@ Options v

Financial Institution: AnyTown Financial UpdatefSend...
E——
0ld Towin Bank jv e Open a high-interest checking account
Click here to get this special offer

Transactions Payments | Transfers E-mail{0) | CLICK HERE!

Account: IMY Checking zl Register Balance:  58,048.07
Processing date  [#5AF Delivery date [ASAP ==
Payes [ E $ ]
Litility 125.00 Scheduled for delivery on 8{15/2006 8/15/2006
Anytown Plumbing 12.00 ‘\ Scheduled For delivery on 8/18/2006 8/18/2006
<new payment > \

(ancelPayment D| Create E-mail | I Update Status |

2. Select [Financial Institution A] from the Financial Institution drop-down list.

3. C(lick the Payments tab.

4. Click Print to save your list of pending payments. (You’ll use this information when you recreate and

send these payments in section 1.)

5. You need to cancel payment for each Payee with a Status that is Scheduled for delivery on... a
date after [Conversion Date]. Select the first payee, click Cancel Payment, and then click Yes to

confirm. The Status column reflects this change by noting Cancel payment instruction ready to
send.

Repeat step B for each payee with a pending payment after [Conversion Date].
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GET YOUR LATEST TRANSACTIONS FROM [FINANCIAL INSTITUTION A]

(ALL customers)

1. Choose Online menu = Online Center.

@& Online Center A =10} x|
Delste  Payees Repeating  Contact Info Password Yault Renaming Rules &iPrint  Options v

Financial Institution: AnyTown Financial o UpdatefSend...
e e
Old Town Bank :I' e Open a high-interest checking account 2instiuctions
Click here to get this special offer
Transactions | Payments | Transfers | E-mail(o) | cLick HERE!

Account:  |My Checking '] Register Balance: 58,048.07 |

Online Update for this account x|
Processing date  [#547

=) One Step Update Settings

Payee [l

R —i ] oo | Cpead mher:
™ 0Id Town Bank \
Payes Taimount Num _ Stakis ®

™ Cancel 8/15/2006 payment to Abe Uiy for $125.00 from My Checking

Abc Uty 125.00 Cancel payment instruction ready to send

’
> : M Cancel 8/18/2006 payment to Anytown Plumbing for $12.00 from My C... ’
Anytown Plumbing 12,00 Cancel payment instruction ready to send ’
<new payment ™ Download latest cleared iansactions and balances ’

®

. Select [Financial Institution A] from the Financial Institution drop-down list.
. Click the E-mail tab and view any e-mails, if necessary.
. Click Update/Send....

. In the Online Update for this account dialog, make sute that all items ate checked. Enter your

[Financial Institution A] password, and then click Update Now.

6. If new transactions display in the Online Update Summary window, then go to your Quicken

account register and accept the transactions.

A For help accepting transactions, choose Help menu = Quicken Help. In the Type in the
word(s) to search for: prompt, enter Accept downloaded transactions.

A For assistance reconciling your account register, choose Help menu = Quicken Help. In the
Type in the word(s) to search for: prompt, enter Reconciling an account.
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DEACTIVATE YOUR ACCOUNTS WITH [FINANCIAL INSTITUTION A]

(ALL customers)

1. Right-click your [Financial Institution A] account from the list of accounts under Cash Flow Center.

File Edt Tools Online CashFlow Investing Property & Debt

: N B =TS
€ 5 -] U e 8%
Back Forward | Update Reports  Calc Port  Budget

Registe

Delete Find Transfer Rec

First, select your e s i
| | | 712312006
|

- | Cash Flow Center |
account from the o’__’c d

. n . Go to Checkint
list and right-click. 6156.

Checking4 95,981  Collapse all accounts
# Savings -18,77¢ v Expand all accounts

Quicken Home

Credit Card 1,33t v Show amounts
$105,574  Hide amounts
- | Investing Center | , show Current Balance in bar
Stocks&Co,  92,15¢  Show Ending Balance in bar
Lisa's RA 10,00¢  Show Account Bar on left
John's 401k 50,997 Show Account Bar on right
$153,164  pide Account Bar

=/ Property & Debt | aqq new account
Home: 280,00  Addfremove accounts from bar
CustomerL.. 1,951 Rearrange accounts

Mortgage 218,371 Deletefhide accounts in Quicken

2. Seclect Edit account from the drop-down list.

@ Account Details @
Account Details ® Account Details = x|
General Information | Online Services E' Account Details
My Checking - Old Town Bank _| General Information ine Services |
One Step Update S~o
This account is connected via Direct Connect. Account Name My Credit Card S~ _Pecount Location | Cash Flow : Credit o
One Step Update is activated. ( o Description Financial Institutior)(0ld Town Bank.
Account Type Credit Account Number  [1000CC
Interest Rate % Contact Name
Set Up Al Erone
Online Payment ’V Credit Limit '7 = ‘ Home page Bank Web page Go
Online payment is activated. Deactivate Online Payment | o Activity page Activity Web page Go |
Other page Other Web page Go
Comments
I™ Check here to view your account on Quicken.com
(2) | Delete Account | [Tax Schedule Info| oK Canc
(2) | Delete Account | [Tax Schedule Info| 0\ 0K | [ cancel

3. Click the Online Services tab.

4. Click Remove from One Step Update in the One Step Update area. Confirm the remaining

prompts.

5. Click Deactivate Online Payment in the Online Payment area, if applicable. Confirm the

remaining prompts.

6. Click the General Information tab. In the Financial Institution field, type [Financial Institution BJ.

7. Click OK to close the Account Details dialog.

Repeat steps 1 through 7 for each [Financial Institution A] account (such as checking, savings, and credit
cards). Verify that each account is deactivated by choosing Tools menu = Account List. As cach online
account is deactivated, the word Activated disappears for each account in the Online Services column.
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ACTIVATE YOUR ACCOUNTS WITH [FINANCIAL INSTITUTION B]

(ALL customers)

IMPORTANT: Complete sections G through | o7 or affer [Conversion Date].

1. Right-click your first [Financial Institution A] account from the list of accounts under Cash Flow
Center.

e

{ Quicken Home )| pejete Find  Transfer Rec

‘ |Datef o Mum
First, select your o 7
t’ y - | Cash Flow Center ; ]7,23“2006
account from the _o__,ghemng |
A RS T — 0 to eCcKing
i i ; Ch £
list and right-click. Guws:  ETETEE) e
Checking 4 95,981  Collapse all accounts
# Savings ~15,770 v Expand all accounts
Credit Card -1,33€ v Show amounts

$105,574  Hide amounts

Investing Center , show Current Balance in bar
Stocks & Co. 92,15¢  Show Ending Balance in bar

Lisa's IRA 10,00¢ y Show Account Bar on left
John's 401k 50,997 show Account Bar on right
$153,164 e account Bar

Property & Debt | 444 new account

Home: 280,00  Addjremove accounts from bar
Customer L. 1,951  Rearrange accounts

Mortgage 218,371 Delete/hide accounts in Quicken

2. Seclect Edit account from the pop-up menu.

3. Click the Online Services tab.

@ Account Details 3] @ Account Details X
Account Details Account Details
General Information || Online Services Lo | General | Online Services |
My Checking - Old Town Bank Aecount Name 14 Checking @eoroeaton [Cash Flow: Spending v
One Step Update Description Financial Institutign [01d Town Bank
Thisis aManual acoount Account Type Bark Account Number| ~[T000CH
One Step Update is available. [ Activate One Step Update o TaxDeferred CYes @ MNo Cortact Name
Interest Rate % Phone

St lipAlbts Home page Bank Web page Go
May, Balance [ | Aciiypae Activity Web page Go |

Oriine Payment % a8 P

= | oy eeere—
A O Min. Balance Other py
ctivate Online Payment -

et OQptionally, edit the
Account Name field
to reflect the new

financial institution.

Online payment is available.

I Check here to view your account on Quicken.com

|
(2) | Delete Account | (Tax Schedule Info (oK | [ cancel (2) | Delete Account | (Tax Schedule Info (oK | [cancel |

4. Click Activate One Step Update in the One Step Update area. Confirm the remaining prompts.

5. Follow the on-screen instructions, and enter the account information from your [Letter]. If you have
more than one account, then match each Quicken account to the appropriate [Financial Institution B

account in the drop-down list, and complete the remaining prompts.

If you have more than six accounts, then repeat steps 1 through 5 for each additional set of six accounts

that you use with online services.

A 1t you use the Password Vault, be sure to update it with your new [Financial Institution B]

password. See Update your PIN 1V aunlt at http:/ /www.quicken.com/conversionfags.

A To verify that all your online accounts have been reactivated, see Account 1ist Maintenance at

http://www.quicken.com/conversionfags.
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IMPORTANT!

ACTIVATE YOUR QUICKEN FOR DIRECT CONNECT WITH [FINANCIAL INSTITUTION B]

First time you attempt to Activate your first Account at [Financial Institution B], you will receive an error:

“We’re sorry, but we had a connection error”

If you read below in the “An additional message from |[Financial Institution B|

“Pending Authorization: Visit the Personal Finance Software Access link under the User Services tab on [Financial

Institution]’s Internet Banking site.”

See screen shot below:

[

Account Setup

0 We're sorry, but we had a connection error
Quicken can't download your account information night now.

‘You can bry again o set up your account manually and then download your account information directly
from the ] /b sitc to import into Quicken, Or, you can cancel setup and ty again later,

" Try again

@ Cancel setup
{I'll weait until the problem is fixed)

e —
Pending Authanization: Vizit the Personal Finance Software Access ink under the User Services tab on
IR . i Earkig

Follow these steps to Activate Direct Connect for [Financial Institution)]
1. Login to Internet Banking
2. Click the User Services tab
3. Click on the ‘Personal Finance Software Access’
4. Click ‘Enable’ link against the Quicken request.
5. Return back to Quicken and check the radio button “Try again’ (the refresh). Then click ‘Next’

RECREATE REPEATING ONLINE PAYMENTS

(BILL PAY customers only)

® BILL PAY ONLY: If you do not use online bill payment, then congratulations, your conversion is complete!

If you did not delete any online payments in section C, then continue with section I.
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1. Choose Cash Flow menu = Scheduled Transaction List.

2. Click the Repeating Online tab.

@ Bills & Deposits

o CreateMeww Edit ©

Optionsw @ Print  (2)How Do I?

Sl Transacti 9
E Sl SRR % Deposits I Scheduled IRepeatingDnIine

Paycheck

v showgraph ¥ Show calendar

Status Due Date ' Payee | Arannk Ghaw in lick #1 aft | Mathad How Nftan Waoh Arkinn
) Add Scheduled Transaction x|

Setup a bill or other scheduled trz )
Add Scheduled Transaction

* Requied fields

Payee Information Scheduling

Payee™ [Rbe Utity [=] (Add Staton*  [B1172008 [

Category [t [#] [ split.. | [Feminatie  Z]P =] daysinadvance
Memg [ How often® [Monthly =l

Payment Information

Account to use™ My Checking v
Methad* Online Payment from Quicken
¥ [This’ ‘oniine payment! (2) Whatis th... | Schedule this transaction
— e T & Withno end date
e
Amgunt @ [iz500 5] Ol
€ Toend ahter [ times
€ Esii tsst 7] payments oendafter 3
€ Use card balance.
(2) | options... | [0k | [cancel |

3. Choose Create New > Scheduled Transaction to set up each repeating online payment from the

list you printed in section C.
4. In the Add Scheduled Transaction dialog:

Enter information in the Payee, Category, Amount, and Scheduling ficlds.
Select the appropriate account in Account to use.

For Method, choose Online Payment from Quicken.

Check This is a repeating online payment.

Enter information the Payee, Category, Amount, and Scheduling fields.
Click OK.

Repeat steps 3 and 4 for each additional repeating online payment.

™ 0o 2 0 T B

5. Close the Bills & Deposits window.

6. Send the online payments by completing a One Step Update. Choose Online menu > One Step Update.
A 1 you use the Password Vault, see Update your PIN 1 anlt at

http://www.quicken.com/conversionfags.
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RECREATE PENDING ONLINE PAYMENTS

(BILL PAY customers only)

@ BILL PAY ONLY: If you do not use online bill payment, then congratulations, your conversion is complete!

1. Choose Online menu = Online Center.

2. Select [Financial Institution B] from the Financial Institution drop-down list.

[Somnecemer =
Delete Payees Repeating Contact Info Password Yault  Renaming Rules & Print Options v

Financial Institution: e AnyTown Financial o Update/Send...
e ———r—
NewTown Bank = Open 2 high-interest checking account

1 instruction
Click here to get this special offer

Transactions nl E-mail(0) | CLICK HERE!
Account, | My Checking | RegisterBalance: 35.09
Processing date ’— Delivery date W |
Payee  [Anytown Cable Company & s B 5

Account # 44324432

Category  [es:Cable TV [#]  [Split... | Memo |

Payee Ame I Status ] N
Abc Utility 121,00 - Payment request ready to send i©) One Step Update Settings

<new payment >

[V Financial Institutions Passwords 7/
¥ New Town Bank N

™ Pay$121 My Checki

~ able Company by 8/1 acc.

™ Dowrload latest cleated tiansactions and balances

Manage My Passwords...

@ o © [Update Now; | | Cancel

3. C(lick the Payments tab.

4. Using the list you printed in section D, recreate each online payment in the green area. Click Enter after

each entry is complete.

5. C(lick Update/Send.

6. In the Online Update for this account dialog, make sure all items are checked. Enter your customer

ID and Password as instructed in your [Letter|, and then click Update Now.

7. If new transactions display in the Online Update Summary window, then go to your Quicken account

register and accept the transactions.

A 1o verify that your payee list is complete and up to date, see Verify Your Payee List at

http://www.quicken.com/conversionfags.

THANK YOU FOR MAKING THESE IIPORTANT CHANGES!

If you have any questions regarding these instructions, then click http://www.quicken.com/convetsionfags to access Quicken
FAQs for Financial Institution Conversion Customers.

You may also contact us at [XXX-XXX-XXXX]. A customer service representative will be available to assist you from
[XX]:00A.M. to [XX]:00P.M. [DAY — DAY]. You may also visit the [Financial Institution B] Web site at

[www.FinanciallnstitutionB.com]| or refer to: http://www.intuit.com/support/quicken.
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