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infuit

QuickBooks.
QuickBooks 2016 for Mac Getting Started Guide

Thank you for choosing QuickBooks!

" Mac %is
About this Guide ' Up and running

(¥] Organize your business finances
on your Mac

This guide helps you get started with QuickBooks as quickly as
possible. You'll learn:

¢ What you will need to get started

e How to set up an account for online banking (Direct Connect)

¢ How to set up an account for online banking (Web Connect)
e An overview of online banking modes and the Online Banking Center
e How to update an account (Direct Connect)

e How to update an account (Web Connect)

QuickBooks 2016 Downloaded Transactions Interface

The QuickBooks 2016 Online Banking center is a one-stop-shop to download your online
banking activity and match transactions.

eo0e Downloaded Transactions
- TESTWC : A 4 @ g
Online Balance on 06/07/2006: $2,583.86 ™ Show Matched
Num Downloaded Payee Payment Deposit | Payee Account
03/24/06 SOUTHWEST CAS OMLINE PMT 45.00 O H H
03/24/06 #123456022501 POS THE HOME 70.55 O = =
03/24/06 COX CABLE ONLINE PMT l08.49 O H H
03/24/06 #212034 POS MCDOMALD'S F1... 14.28 O = =
03/24/06 #318964 POS LOMA CATALINA C 44.36 O H H
03/24/06 #000187269762 ATM TD's 105.00 () = =
03/25/06 #000197318764 ATM TD's 105.00 O H H
03/27/06 From Share 01 O 300.00 B B
03/27/06 EUREST DINING 11091436 TU... 6.30 () H H
03/27/06 K-5WI55 DIRECT INC 818-706... §0.00 O e e
03/27/06 NMAC LOANS ONLINE PMT 467.87 () H H
03/27/06 CIRCLE K 00166 TUCSON AZ Date 38.19 O e e
03/27/06 From Share 01 Q 100.00 = =
03/27/06 JIFFY LUBE #2863 TUCSON AZ 108.60 O £ £
03/27/06 MCDONALD'S F18787 TUCSON AZ 9.23 O = =
03/27/06 From Loan 02 (o] 100.00 £ £
03/27/06 OVERDRAFT FEE 5.00 O = =
03/27/06 Account Transaction (o] 200.00 £ £
PEFEERTYS Ernm Shara A1 ~ 1274 . .
® Add One Add Multiple Match Unmatch Delete A Matched () Unmatched
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What you Need to Get Started

Before you enable your QuickBooks accounts to download transactions and make online payments, you
may need to contact your financial institution (FI) for the following information:

e Customer ID

e Personal Identification Number (PIN) or password

NOTE: For QuickBooks Web Connect accounts, use the same customer ID and
PIN/password as your financial institution website. For Direct Connect, they may
be different. Please contact your financial institution to verify your Direct Connect
login information.

Then follow these steps:
1. Backup Your QuickBooks Data File.

For backup instructions, choose the Help menu and use the Search bar available at the top. Search
for Back Up and follow the instructions on screen. The first time you do a backup, QuickBooks will
guide you through setting backup preferences.

2. Download the latest QuickBooks update.

For update instructions, choose the Help menu and use the Search bar available at the top. Search
for Update QuickBooks, select Check For QuickBooks Updates, and follow the instructions.

Set Up an Account for Online Banking (Direct Connect)

1. Choose Banking menu > Online Banking Setup.

Reports Window Help

Write Checks ¥K
Order Checks

Enter Credit Card Charges

I Use Register

Make General Journal Entries

io Make Deposits
Transfer Funds

Reconcile f

G " . |B:
—  Online Banking Setup... E
Downloaded Transactions... B

os|  Chart of Accounts 0®A |
Other Names List
Memorized Transactions List

-
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2. Enter the name of your financial institution.

Online Banking Assistant

Select the financial institution for this account

3. Choose your financial institution and click Next.
4. Follow the instructions in the wizard. If prompted for connectivity type, select Direct Connect.

5. The Online Banking Assistant window displays during setup. Select Yes, my account has been
activated for QuickBooks online services, then click Next.

6. Enter credentials and click Sign In.

7. For each account you wish to download into QuickBooks, click Select an Account to connect to the
appropriate existing account register.

8. Click Next and then click Done.
Set Up an Account for Online Banking (Web Connect)

1. Log in to your financial institution’s (FI’s) web site. Download your transactions according to your
financial institution’s instructions.

You will need to select the download type for QuickBooks, such as “QuickBooks Web Connect
(*.QBO).”

NOTE: The Mac operating system should save the file to a default location. Please
make note of this location for the next steps.
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2. Open QuickBooks and your Company file, then choose the Banking menu > Downloaded
Transactions > Import File.

You will see an import dialog.

nno v

< v (22 = [ | @ - | & Deskiop :) (q
FAVORITES ConnLog.txt

All My Files % DDA403229-10.Q80

= % Export-6.QBO

iy % Expont-17.Q80

#% Applications % Export-18.Q80

51 Documents ;

© Downloads

H Movies

J7 Music

(=) Pictures.

SHARED
£ 172.17.54.71
@ cortope
) ERainesSL

&l cem-SpxJogxzz4g

Cancel Open

3. Navigate to and select the file you downloaded in Step 1, then click Open.

You will see a dialog like this one, with your FI accounts listed.

—
000 Online Banking Assistant
Select the Wells Fargo Bank - DirectConnect accounts you want to connect to
Now you need to link each of your bank accounts to a QuickBooks account. When you import
transactions from your bank account, the transactions are stored in the QuickBooks account
you've linked to the bank account.
Account Name Account Number Account Type _ Store in the QuickBooks Account
Checking 3446096087 Checking Select an Account
/—\ Savings 3446099115 Savings Select an Account
(" |
y o
[ Cancel | [ Back ]| Next

4. Click on Select an Account for each account and choose which account in QuickBooks to connect
itto. If you do not yet have an account in QuickBooks to connect with, you can select New... as
shown below.

000 Online Banking Assistant — "
Select the Wells Fargo Bank - DirectConnect accounts you want to connect to

Now you need to link each of your bank accounts to a QuickBooks account. When you import

transactions from your bank account, the transactions are stored in the QuickBooks account

you've linked to the bank account.

(T Store in the GuickBooks Account

7 Select an Account B
/—\ i —

-

Cancel Back Next
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5. After creating a new account, you may need to click Select an Account again and select the new
account.

6. When done, click Next at the bottom.
You will receive a message that you have successfully set up your accounts.
7. Click Close to return to the Downloaded Transactions window.
8. Updating Accounts
Updating an Account (Direct Connect)

1. Choose Banking menu > Downloaded Transactions.

800 Downloaded Transactions
- a2 1 0 % [ o
QuickBooks Account Download All Download Import File Renaming Rules Change Password Align Windows
Online Balance on 01/15/2013: 0.00 @Show Matched
Date &  Num Downloaded Payee Payment Ceposit | Payee Account |
11702412 INTUIT 100.00 . .
11713412 TO WELLS FARGO AT WORK C... 100.00 . .
11/16/12 INTUIT 100.00 . .
11719412 TO WELLS FARGOD AT WORK ... 100.00 = =
11/30/12 TO WELLS FARGO AT WORK C... 100.00 . .
11730412 INTUIT 100.00 = =
|_\'_;P/_| Add One Add Multiple Match Unmatch Delete @ Matched Unmatched

2. Click Download to update only the selected account, or Download All to update all of your
accounts activated for online banking.

3. QuickBooks will open a window to enter the account PIN or password supplied by your financial
institution. Enter this and then click OK.

006 Downloaded Transactions
s test2 v [ L »
QuickBooks Account Downioad All Download Import File: Renaming Rules: Change Password Align Wincows
Online Balance on 01/15/2 Credentials for Wells Fargo Bank - DirectConnect \’\j Show Matched
Date Num | Customer ID: [ _icount
11/02/12 INTUIT 4 * | megawatt86 s
11/13/12 TO WELL Password: v
11/16/12 INTUIT | Add P d K hai 2
11/19/12 T OWELE (] assword to Keychain .
11/30/12 TO WELL AT =
1201 | Cancel | 0] 4 y
11/30/12 INTUIT ————— .
( 7 ) Add One Add Multiple Match Unmatch Delete & Matched () Unmatched
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NOTE:

You can choose to add your online banking password to your Mac OS Keychain.

Intuit does not recommend saving your online banking password in this manner.

QuickBooks will then connect and synchronize online banking transactions with the financial

institution.

QuickBooks will give you a count of how many transactions were imported. Click OK to continue.

QuickBooks will then return to the Downloaded Transactions window and open the register for the

selected account so that you can begin the transaction matching process.

Downloaded Transactions

» test3
Online Balance on 06/07/200 O [V Show Matched
| .-. QuickBooks imported 295 transactions. P .
Date Num Da) T || Account
03/24/06 #00019726! . =
03/24/06 #12345602] | oK | =
03/24/06 SOUTHWEST B .
03/24/06 #318964 PO TUMA CATALINGT e T .
03/24/06 COX CABLE ONLINE PMT 108.49 : .
03/24/06 #212934 PO5S MCDONALD'S F1... 14.28 : .
|_\':)',| Add One Add Multiple Match Unmatch Delete @ Matched () Unmatched
800 test 3 I
Date Number Payee Payment v Deposit Balance
Type Account Memo
01/16/13 \ Number | Payee : Payment Deposit
Account + |Memo }
Reconcile
\z)
Check
Register
Ending balance 0.00
Record Restore | Splits. | [)1-Line Sort by | Date, Type, Nu... + |

Enter Credit
ard Charges
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Updating an Account (Web Connect)
1. Choose the Banking menu > Downloaded Transactions.

2. Select the Web Connect account you want to update in the upper left corner. Then click Download.

e 006 Downloaded Transactions
a o <4, al <&
[ o test2 :] L S al W =
‘QuickBooks Account Download All Download Import File Renaming Rules Change Password Align Windows
Online Balance on 01/15/2013: 0.00 @Show Matched
Date « Num Downloaded Payee Payment Deposit  Payee Account
11/02/12 INTUIT 100.00 -
11/13/12 TO WELLS FARGO AT WORK ¢.. 100.00
11/16/12 INTUIT 100.00
11/19/12 TO WELLS FARGO AT WORK C... 100.00
11/30/12 TO WELLS FARGO AT RK C... 100.00
11/30/12 INTUIT 100.00
? Add One Add Multiple Match Unmatch Delete @ Matched Unmatched
NOTE: For Web Connect accounts, QuickBooks will open your financial institution (FI)

website. Log in and download the QuickBooks web connect file (*.QBO) per the
financial institution’s instructions. Alternately, you can log into the FI website
outside of QuickBooks and follow the steps below.

3. When you begin the web connect download from the FI website, your web browser should give you
the option to either “open” the file or “save” it.

o If you open it, QuickBooks will take over and begin the import process.

e If you save it, you can import it later using the Import File button in the
4. QuickBooks will then import the online banking transactions.

5. When done, QuickBooks will give you a count of how many transactions were imported. Click OK to
proceed.

6. QuickBooks will then return to the Downloaded Transactions window and open the register for the
selected account so that you can begin the transaction matching process.
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Special Note 1. Matching and Adding Transactions

1. Choose Banking menu > Downloaded Transactions.

80O Downloaded Transactions
o v X
QuickBooks Account Download All Download Import File Renaming Rules Change Password Align Windows Meriwest Credit Union
Online Balance on 06/07/2006: $2,583.86 ™ Show Matched
Date A| Num Downloaded Payee Payment Deposit | Payee Account
03/24/06 #000197269762 ATM TD's 105.00 & #00019726976... & | Contracted Services H
03/24/06 #123456022901 POS THE HOME 70.55 O Vendor 1 4 Test :
0372408 S0UTHWEST GAS ONLINE PMT 45.00 ) Vendor 2 + test2 :
03/24/08 #318964 POS LOMA CATALINA C 44.36| O Vendor 3 s test3 =
532006 Jcoccameonnemr | doale | NN | |
03/24/08 #212934 PO5S MCDONALD'S F1... 14.28 O = =
|\'}/| [ Addone || AddMultiple | [ Match | | Unmatch | | Delete | @ Matched (O Unmatched

Date Number Payee Payment + Deposit Balance
| Type | Account I Memo | | |
03/24/06 #000197269762 ATM TD's 105.00/ ¥ -105.00 T
CHK Contracted Services East-63814 5822 E. Spe... =12 }
mates| 03/24/06 | Number | Payee H Payment Deposit Reconcili
Account + | Memo
o
Check
Register
—
Ending balance -105.00
Record Restore | splits | [ ]1-Line Sort by | Date, Type, Nu... * |
—3 L ) U L= e P T IR Enter Creg
yroll Card Charg

2. Click the QuickBooks Account menu and choose the account you want to import into.

3. Use the buttons at the bottom of the Downloaded Transactions window to add downloaded
transactions to the account register. You can add multiple transactions at once, match them to
transactions already in the register, and more.

4. For detailed instructions on how to match and add transactions go to the QuickBooks Help menu,
and use the search field at the top to search for “Match Transactions,” then select the article
Online Banking: Updating your Register.
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