


GET YOUR LATEST TRANSACTIONS FROM YOUR BANK

Oownload to
QuickBooll(s" 1. Login to your bank’s Web site. Download your transactions through October 5, 2009 into
QuickBooks.

Important: You will not be able to download these transactions after October 2, 2009.

2. Once in QuickBooks, view your QuickStatement as usual. In the QuickBooks account register, add or
match all transactions listed in the Downloaded Transactions tab. You will not be able to proceed
until all transactions are matched.

3. Once all downloaded transactions are matched, click Done in the lower right.

4. 'The Online Banking Center dialog displays. Click Delete to remove each item from the ltems
Received from Financial Institution section.

Repeat steps 1 through 4 for each account (such as checking, savings, and credit cards) that you plan to

use for online banking,

A\ For assistance reconciling your account register, choose Help menu = QuickBooks Help.
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C_ DISABLE YOUR ACCOUNTS WITH YOUR BANK

1. Choose Lists menu = Chart of Accounts.

2. Right-click your first bank account.

3. QuickBooks 2005—2008 customers: select Edit Account from the pop-up menu.

QWTVDE a help question | Ask ¥ How Do I? h = Di xi
£ | Type | B‘ﬁnce Total l

Find...

First, select your
account from the |

+Checking at An

o

. . . +Checking(2) at Anytown B... ¢
list and right-click. o Savings ot Amytown Bank - ¢ Refresh
<+ Cuskomer Deposits
+Payrall Liabilities Mt iy

' Opening Bal Exity [ Edthccowt (3

+Retained Earnings
+Praject Revenue Make Account Inactive:
+Reimbursed Expenses - Inc...
+Wendor Refunds

Customize Columns. ..

+Project Related Costs |
+Outside Consultants i Chack.s
+Reimbursable Expenses Make Depasits
<+ Advertising Expense Enter Credit Card Charges
+Bank Service Charges TransFer Funds

<+ Business License & Fees

+Car{Truck Expense Make General Journal Entries. ..

+Autbo Repairs B Mainkenan Reconcile
+Gas Use Register
+Reqgistration & License
Cleaning/Janitarial GuickReport: Checking at Anytown Bank
<+ Contributions
+Depreciation Expense Expense
+Dues and Subscriptions Expense
<+ Insurance Expense ﬂ
Activities | Reports ™ ||_ Include inactive

4. 1n the Edit Account window, click the Online Info tab. Edit account number, etc. as needed.

dit Accou Type a help question | Ask ¥ HowDo 17| _ O] x|
Type Eark o |
oK
General Info I Online Info u Cancel |

Account is
O inactive
Mame [ at k| ‘—
™ subaccount of _j
Description [automatic Account Setup [T Tvpe a help question Ask = HowDo 17| _ [O] %]

Bank Acct, Mo, | Iype Bank s 0K
izeneral Info Online Info Cancel

Account is
% r inactive
Financial Institution: Anytown Bank - WC

Routing Mumber: [222370440
% Order Checks |
Account Mumber: [7150557

Remind me to order checks when 1 print check number l_

. . Account Type; lM—E
Optionally, edit the ecking
Name field to Customer I0: [zmith ]
reflect the new Account is enabled for:

™ online Payment

financial o |

inctitutinn

5. Deselect the Online Account Access checkbox. Click OK.
6. Click OK again to the warning prompt.

Repeat steps 2 through 6 for each bank account from which you download transactions.
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ENABLE YOUR ACCOUNTS WITH YOUR BANK

IMPORTANT: Do not complete section D until after October 5, 2009.

gl'l’i‘;ﬂ';:':’:("s_ 1. Anytime after October 5, 2009, log in to your bank’s Web site. Download your transactions into

QuickBooks.

Important: To avoid the possibility of creating duplicate records when downloading into QuickBooks,

select a “from” date that does not include records previously downloaded from your bank.

“E QuickBooks x|

iZuickBooks has received new ktransaction data, Please indicate whether you wank to import this data
now or save the file For import later.

Select Bank Account i x|

You are downloading transactions For the Fallowing account:

N - Financial Institution:  Anytown Bank - WC select your
("\Savs transactions to a file {you will be asked For a file name) - Account bype: iZhecking icti
: existin
R - Account number : 7152887 g
W ive me the option of saving ko a file when 1 download Web Connect data, QuickBooks does not have an online account ta handle H account here-
oK Eemee] Flease maks & selection below,
OG Lise an existing QuickBnoks account [Checking - Demo j
~
~

~
| " Create aTew QuickBooks account = Add Mew >

Cancel {/Eug:rrl)

2. In QuickBooks, click the Import new transactions now radio button. Then click OK.

Checking(2) at Anytown Bank -

Note: If you previously removed the check from the Always give me the option of saving to a
file... option, then this dialog will not display.

3. In the Select Bank Account dialog, click the Use an existing QuickBooks account radio button.

In the corresponding drop-down list, select the QuickBooks account that you used for your bank.

Click Continue.

Note: You only need to select the account for this first download. Future downloads apply to this

account automatically.
4. Confirm the prompt by clicking OK.
Repeat steps 1 through 4 for each account that you previously disabled.

5. Verify that all transactions downloaded successfully into your account registers.

THANK YOU FOR MAKING THESE IMPORTANT CHANGES!

Additionally, you may also contact your bank or refer to: http://www.quickbooks.com/support/.

Please note that if you are using the Express Web Connect feature with softwate versions other then 2009, you will no longer have the
ability to perform the One Step Update. However, you will still be able to pull information into your software by the manual download
process and then importing it into your software.
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