Getting Started Guide: Transaction Download for QuickBooks 2009-2011 Windows®
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SILVER Zxpress

internet banking

Refer to the Getting Started Guide for instructions on using QuickBooks’ online account services; to

save time, improve accuracy, and keep your records updated. This guide will specifically show you how to

download transactions.

The Getting Started Guide includes the following information:
Information You will Need to ..

Get Started- Provides a listing of the information you will need to have on hand before
downloading transactions into QuickBooks.

Setting Up Online Account Access- How to set up transaction downloads for your
QuickBooks accounts.

Keeping Your QuickBooks Accounts Updated- How to automatically download
transactions into QuickBooks.

Information You’ll Need to Get Started

Before you enable your QuickBooks accounts to download transactions you will need your Silver

Express Internet banking login information.

Customer ID

Personal Identification Number (PIN) or password
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Setting Up Online Account Access

1. Go to the Banking drop down menu in QuickBooks = Online Banking = Setup Account for

Online Access.

2. You will be prompted to close all QuickBooks windows, click YES to continue.

&l open QuickBoaks windaws will be closed tempararily ta set up online banking services, Do
! wyiou wank o continue?

3. 'The Set Up Account for Online Services window will appear =>click the drop down arrow for
options to choose from or create a new account => click next to continue.

Select <Add New> to create a new
account in QuickBooks

Sek Up Account for DOnline Services

m Select the QuickBooks account yous@ant bo connect bo your Financial Institution

Choose from the existing accounts in

/ — j / QuickBooks.

< Add Mew =

Checking 2t ﬁ.nyhnwn‘/ Bank,
Checking One Eark.

Tesk Bark Accounk Eank,
Credit Card - business account Credit Card
Payroll Liabilities

Other Current Liability

Help I = el Next > iZancel
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4. Select your financial institution =>click next.

Silver Lake Bank supports Web Connect downloads within QuickBooks. You will be prompted to
select your preferred method, select Web Connect.

" Web Connect

Each time you download account statements ko QuickBooks, wou must sign an bo wour
financial institution’s Web site, Makes downloads more manual and time-consuming.

* Usually free

6. You will see the window below = click on Go to My Bank’s Web site = QuickBooks will launch a
web browser directly to your financial institution’s website.

Set Up Account for Online Services for Biz Checking at ABC

@ Go ko your Bank's Web site to complete Web Connect Setup

Banking Setup

\E) Required You must download a statement From wour |
Banking Weh site to QuickBooks b finish the setup process,

Here's how: For further information
on this process click the
Detailed Instructions

2. Find the download area for your account, )
3, Download a statement to QuickBooks, hyperlink.
Detailed Instrockions

To Finish setup, click Go to My Bank's YWeb site,

1. Click the Go to My Bank's Web site and log in.

Help | < Back | Cancel |

See the following sections for an overview on Keeping Your QuickBooks Accounts
Updated and Sending Online Payments.
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Keeping QuickBooks Accounts Updated

1. Once in the Online Banking Center (Banking drop down menu = Online Banking = Online
Banking Center), you can download transactions to keep you QuickBooks accounts up to date.

2. Click the Send/Receive Transactions = Enter your password to download transactions from
your financial institution.

3. Once transactions are downloaded from your financial institution you can add them to
QuickBooks by clicking the Add Transactions to QuickBooks button.

Financial Institution ;r;'c';:;cmunts Dnhn;; E:;:;T Click Send/Receive

Serece Transaction to download

J#ingEatun B anic = Aa: transactions from your
e financial institution.

[| Send/Receive Transactions H

ltems To Be Sent (0) B Write Online Checks Transaction Type Mo. To Send Total
Create fransactions and B Transfer Funds Snins;chiceks b 20:00
messages 0 send 0 your Transfers i} $0.00
Financia! Irstitution =l Pav Eills Bill Payments i} 40 00

Bl Create Messages Messages 1} TO update QlliCkBOOkS

with the downloaded

ltems Received (4) o Mo, To Review B transactions, click Add
fewew rre?s n’m.v\u\;?.'uan'en‘ khecking 3 | #3 Transactions to
o your Firancia i .
el Messages Rec.ewed o QuleBOOkS.

Payment Ingquiry Re... a

x

Add Transactions to QuickBooks ¥

4. The Add Transactions To QuickBooks window will appear, with a summary of transactions
downloaded from your financial institution.

5. Click on the transaction you wish to add to QuickBooks = follow the prompts to insure
accuracy = click Add to QuickBooks.
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