DISABLE YOUR ACCOUNTS in QuickBooks Windows 2006-2008

1. Choose Lists menu = Chart of Accounts.
2. Right-click your first account.

3. Sclect Edit Account from the pop-up menu. Edit Account Number/Routing Number as

needed.

) QWTWJE a help question | Ask ¥ How Do I? h = Eli Xi
First, select your £ [ Type | Balonce Toral__ |

account from the —e - —
. . . +Checking{Z) at Anytown B... ¢
list and r'ght'C“Ck- +5avings ak Anytown Bank - % Refresh

<+ Customer Depasits 3

+Payrall Liabilities Hew

+Retained Earnings

+Project Revenue Make Account Inactive
+Reimbursed Expenses - Inc. ..

+Yendor Refunds
+Project Related Costs

Customize Columns. ..,

‘write Checks
+Outside Consultants o ?
+Reimbursable Expenses Make Depasits
+ Advertising Expense Enter Credit Card Charges

+Bank Service Charges

4 i TransFer Funds
+Business License & Fees

o Car{Truck Expense Make General Journal Entries. ..
+fubo Repairs & Maintenan Reconcile
+Gas Use Regisker
+Reqistration & License
+Cleaning/Janikarial GQuickReport: Checking at Anytown Bank
<+ Contributions
<+ Depreciation Expense Expense
+Dues and Subscriptions Expense
<+ Insurance Expense |
Activities ™ | Reports ™ | T Include inactive

4. In the Edit Account window, click the Online Info tab. EDIT any account information that is

changing.
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5. Deselect the Online Account Access checkbox. 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

P 1. To download your .QBO file Login to Internet Banking,
QuickBooks

Internet Banking Loqgin

2. From the main menu select “View Accounts”

Messages
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3. From the Account Information Screen click the “Download” button to the far right of the account
you want to download.
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4. On the Transaction Download screen, enter the appropriate query start date and end date. Also select
the file type, Quicken/QuickBooks, from the dropdown box. Then click the “Submit” button.
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Important: To avoid the possibility of creating duplicate records when downloading into
QuickBooks, select a query start date that does not include records previously
downloaded.
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5. From the next “Transaction Download” screen RIGHT CLICK on QuickBooks. Then do a “SAVE
AS” and save the .QBO file in the appropriate directory on your Mac.
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Select Quickbooks

6. 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.
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7. In the Select Bank Account dialog, click the Use an existing QuickBooks account radio button.
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In the corresponding drop-down list, select the QuickBooks account. Click Continue.

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

account automatically.
8. Confirm the prompt by clicking OK.
Repeat steps 1 through 8 for each account that you previously disabled.

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