QuickBooks® Business Accounting Software 2007-2010 for Windows®

Account Post-Conversion Instructions for Web Connect

After your financial institution’s conversion, you will need to modify your
QuickBooks settings to ensure the smooth transition of your data.

THESE STEPS ASSUME YOU HAVE ALREADY DOWNLOADED THE
.QBO FILE FROM YOUR INSTITUTIONS OLD ONLINE BANKING
WEBSITE.

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 about 15 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.

In this document, QuickBooks 2006 screen shots display. While the screens
may look slightly different depending upon version, the functionality
remains the same. Any instructional differences ate cleatly noted. Some

functions and instructions are QuickBooks 2010.

BACK UP YOUR CURRENT DATA

1. Choose File menu = Back Up.

2. Specify which file to back up and where you want the backup saved in the QuickBooks Backup
dialog, and then click OK.
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GET YOUR LATEST TRANSACTIONS

Download to

(M 1. If you haven’t already imported your .gbo file that was downloaded from the old online banking

website do the following: In QuickBooks, choose Banking menu = Online Banking = Import

Web Connect File. Find the saved data file on your computer that you downloaded from the old

online banking website. Click Open.

2. 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.

Register ] ¥ show Register: |~ 1-line Account: Checking
Date Number Payee Payment v Deposit Balance
_Type | Account Memo
12/15/2007  [[ToPrint [Grega 0. Schneider | 1,033.95 | | | 76,327.42 4|
PAY CHK_[|-split-
T = | ———
12{16/2007 SEND
B Banking Centel i td 1
TRANSFR [|Savings " Online Bankin n Type a help question Ask| | ' How Do I L_IEm

12{19{2007 SEND Wheeler's Tile Etc.

Unmatched 11/15/2003
Unmatched 11/30/2003

‘Add One to Register | Add Multiple...

BILLPMT ||Accounts Payable H-18756
12/31/2007 [Abercrombie, Kristy:Remodel Bathroom

PMT Accounts Receivable
12/15/2007 B ||rumber Payee

Account =
Record | Restare
Downloaded Transactions ¥ Show Matched
Asof 11/30/2003 Balance = $5,035.66

Status Date Check # \ Payee
Unmatched 11/05/2003 Funds Transfer
Unmatched 11/13/2003 ATM Withdrawal
Unmatched 11/13/2003 239
Matched - 4:30PM 11/14/2003 242
Matched - 4:30PM 11/14/2003 243

Deposit
Bank Severvice Charge

Financial Institution

ANYTIVE Financial v |

Contact Info

Fim) Items To Send

Get new QuickStatement for account: Checking

[ Get new QuickStatement for account: Savings
v Payment to Wheeler's Tile Etc. for $625.00 on 12{19/2007
[/ Transfer $500.00 from Savings to Checking

[=R] Ite Receive 0 ancia 0

=1|checking QuickStatement. ($5,035.66 as of 11/30/2...

Go Online
Edit
Delete

Payment Info

| Match Unmatch

[ 3 IS

3. Once all downloaded transactions are matched, click Done or Finished 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\ TFor assistance reconciling your account register, choose Help menu = QuickBooks Help. In the Ask

prompt, enter Reconciling your account.
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C. DISABLE YOUR ACCOUNTS FROM WEB CONNECT

1. Choose Lists menu = Chart of Accounts.

2. Right-click your first account.

3. Select Edit Account from the pop-up menu. Update Account Number and Routing Number as

needed.

Sl e Type a help question | Ask w How Do I?l = I:I| X
Balance Total

First, select your

account from the »Ecru:r'-\r T
. . . +Checking(2) at Anytown B...
list and right-click. +Savings at Anytown Bank -

+Customer Deposits
<Payroll Liabilities

+Opening Bal Equity
+Retained Earnings
<Project Revenue Make Account Inactive
+Reimbursed Expenses - Inc... Customize Columns,

+¥endor Refunds

o

+Project Related Costs "
+Qutside Consultants e Check_s
+Reimbursable Expenses Make Deposits
+Advertising Expense Enter Credit Card Charges
+Bank Service Charges Transfer Funds
<Business License & Fees 5
oCar/Truck Expense Make General Journal Entries...
+fAuto Repairs & Maintenan Reconcile
*Gas Use Register
+Redgistration & License g i
<Cleaning/Janitorial QuickReport: Checking at Anytown Bank
+Contributions g
+Depreciation Expense Expense
+Dues and Subscriptions Expense
+Insurance Expense -l
Activities ¥ Reports ¥ | ™ Include inactive

4. 1In the Edit Account window, click the Online Info tab.

I ccou Type a help question  Ask ¥ HowDo 12| _ |00 x|
TIype Bank B 0K
General Info |  Online Info o Cancel

Account is
@ a inactive
I~ subaccount of - j

Description [automatic Account Setup -~ Edit Accou Type a help question | Ask | ¥ HowDoI2| _ EI| |
Bank Acct. No. [ Type Bank zl oK
General Info Online Info Cancel
Account is
% L active
Financial Institution: Anytown Bank - WC

Remind me to order checks when I print check number I_

Routing Number: [722370440

<55 Order Checks
Account Number: [7152557
Account Type: [Checking il

Optionally, edit the
Name field to

reflect the new Account is enabled for:

financial

A PRSP

Customer ID: [jsmith

I online Payment

5. Deselect the Online Account Access checkbox or select Deactivate All Online Services. Click OK.
6. Click OK again to the warning prompt.

Repeat steps 2 through 6 for each account from which you download transactions.
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ENABLE YOUR ACCOUNTS FOR WEB CONNECT

1. Log in to your financial institution’s Web site. Download your transactions into QuickBooks.

Download to
ickBooks
e Important: To avoid the possibility of creating duplicate tecords when downloading into

QuickBooks, select a “from” date that does not include records previously downloaded

from the old online banking website.

"E QuickBooks x|
QuickBooks has received new transaction data. Please indicate whether you want to import this data
now or save the file For import later. —
Select Bank Account = x|
e ‘You are downloading transactions for the Following account:
\\ - Financial Institution:  Anytown Bank - WC Sel ect your
% Save transactions to a file (you will be asked for a file name). - Account type: Checking existi ng
\\ - Account number: 7152887
v alwa ive me the option of saving to a file when I download Web Connect data. QuickBooks does not have an online account to handle t accou nt here-
oK & Please make a selection below.

ef Use an existing QuickBooks account Checking - Demo ' J
<
~

~
’ " Create amew, t QuickBooks account < Add New >
- Checking(2) at Anytown Bank -

Cancel @

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

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 use. 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.

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

THANK YOU FOR MAKING THESE IMPORTANT CHANGES!
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