0] Northwest

Direct Connect Activation

End User Setup (QuickBooks)

Please note: The screenshots contained in this document are provided for illustration purposes only. User

experience may vary depending slightly on the QuickBooks version being used.

If the user has just created a new company profile, they will likely be presented with the following screen
to add their information. Selecting Add next to Add your bank accounts will start the process of

connecting with Northwest Online Banking.

You've got a company file! Now add your info. P—-O— ,?:'_'

Get your critical info into QuickBooks 5o you can start working.

ﬂ_ 3 Add the people you do business with

\ L. - Why do this? Import or enter your contacts 5o you can bl your cusbomers, pay

wry your vendaors, and track your seployess, Bses e & mis
Add the products and services you sell
Why do this? 5o your customers know what they're getting biled foe when you
v EVOICES OF reCEpls.  Ses how & nora
Add your bank accounts
Whiy do this? S you tan track deposits, payments and how muth meney you ﬁ
have, Den't worry we Won't conmect i your bank, B Ses b & maks

No data to enter night. now'? No problem. You can always add it later,

Alternatively, if the company profile is already established, they can click on the Bank Feeds option to
begin connecting with Northwest Online Banking. If they don't have any accounts set up for online
services, they will be prompted to confirm to set them up. Then they will be prompted to temporarily

close all open QuickBooks windows to begin the set up.

ﬂ You have not set up any accounts for online senvices, Would you like to setthem
up no

Yes No

Temporarily Close All Windows

senices. Do you wantto continue?

o

A All open QuickBooks windows will be closed temporarily to set up Bank Feeds
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The user will be prompted to enter the bank name. Search and select Northwest.

Step 1: Find your bank

Enter your bank’s name

Examples: Bank of America, Citibank, American Express.

Matching Results
First Financial Northwest Bank
First National Bank Morthwest FL

st FCU

Banik

Bank Business
t Bank of Rockford
lank, Lake Oswego

nrnmiinite Bank - 08

Showing 1-11 of 18 Next »

FIND CONNEC

m
3

Or choose from these

popular banks

Bank of America-All Other States
Chase

Fidedity Bank

.S, Bank - PFM Direct Connect
JPMorgan Chase Bank

Wells Fargo Bank

Capital One Card Services

Citi Cards

Discover Card

American Express

The user is prompted to ensure that they are first enrolled in Northwest's Direct Connect service. Select

Continue.

Enroll in Direct Connect

Your bank’s Direct Connect service connects your bank accounts to QuickBooks

You're just a few steps away from getting your bank transactions

into QuickBooks.

But first, take a minute to make sure you're enrolled in Northwest's

Direct Connect service.™

Ready to enroll? Think you might have enrolled already?
Call Northwest at 1-877-672-5675, or visit their enroliment site.

Enrolled and ready to connect?
Click continue to log in and connect to your accounts.

Don't want to use this service?
No problem! You can always manually import your transactions into QuickBooks.
Here's how.

“You may be chargad = fe for this senvice.

How does QuickBooks protect my financial information?

FIND co

,_
[w]
m

Service provided by
hitps:fiwww.northwest.com

1-877-672-5678
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The user is prompted to enter their Northwest Online Banking login credentials. Click Connect.

Want more options? Use Advanced Setup.

Login ID  For your account

Step 2: Connect Northwest to QuickBooks

No faes apply

Password For your account

How does QuickBooks protect my financial information?

Service provided by
hitps:#fwwew northwest com
1-877-6T2-5678

Use your Northwest user 1D and
password to sign in here. Click here
to activate
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Several types of loading screens may display to the user as the accounts are retrieved. Once all of the
accounts have been retrieved, the customer will be given the option to link them to existing accounts in
QuickBooks or create new. Select Connect.

Bank Feed Setup

Step 3: Link your accounts

YOUR BANK ACCOUNTS QUICKBOOKS ACCOUNTS
Checking- OO0 0382) Select existing or create new -
Checking- POODIXX 5293) Select existing or create new -
Checking- POOXXX 1833) Select existing or create new -
Checking- (XXXXXX 1841) Select existing or create new -

Service provided by
hitpe:ifwww.northwest.com
1-877-672-5678

Back Connect

Once all of the accounts have been linked in QuickBooks, a confirmation will display. Select Close.

Bank Feed Setup

Success! e e
FIND CONNECT LIp DONE
Your Northwest accounts have been added to QuickBooks
YOUR BANK ACCOUNTS QuIcKBOCKS accounTs [ STATUS
Checking- (XXNXXX 0382) Vendor Account Added
WHAT'S NEXT?
E;:ﬁﬂ?,:?:g;ﬁmst G Add accounts from another bank
1-E877-672-5678 Download your transactions from Bank Feeds
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Once all of the accounts have been linked in QuickBooks, the user should select the Bank Feeds option
from the menu bar. They will then have to download all of the transactions for the accounts that have
been added. This can be done individually by account or for all accounts. To download for all accounts,
select the arrow next to the Refresh Icon and select Sync all for this bank. To download individually,
select Download Transactions next to the account they want to update.

* Add Account

BANK ACCOUNTS

In QuickBocks
endor Account

Northwest QBDC
Account ending in =*0332

Bank Feeds

E Rules.

Account Information

Northwest QBDC In QuickBooks

LAST UPDATE

Sync all for this 3
Sync this accdun

ACCOUNT ENDING IN *+0282 ENDING BALANCE Vendor Account

$0.00

$0.00

OR

There are no ransactions to review.

Download Transactions

Read messages from your bank
[=] Messages Received (0)
B Alerts (0)

Send items to your bank
IMessages (0 of D)

IManage your account

Contact your bank

Send Items Create New

Disable bank feeds

Get more from your bank. Activate bill pay services with Northwest QBDC.
Bank fees may apply.

Activate

The user will be prompted to enter their Northwest Online Banking Password. Select OK.

+ Add Account

BANK ACCOUNTS

Northwest QBDC

n QuickBooks
‘endor Account

L\:ccuunl ending in ***[)

Bank Feeds

Q Rules

Account Information

In QuickBooks
FALANCE Vendor Account

$0.00

Enteryour PIN/Password |eessssseses| Chimmoe R
—— 1 | | Password
@ cancel el
Send items to your bank
n Alerts (0) Messages (0 of 0)

Manage your account

Contact your bank Create New

Disable bank feeds

Get more from your bank. Activate bill pay services with Northwest QBDC.
Bank fees may apply.

Updating
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Once all of the transactions have been downloaded, the user will receive a Transmission Summary with
the total of new transactions and if there are any special notifications. Select Close.

Bank Feeds

i Add Account ﬁ Rules

BANK ACCOUNTS Account Information Spesing
P

Northwest QBEDC

Account ending in **1533 Online Transmission Summary

In QuickBooks

North t2 4 online banking accounts updated.

Northwest QBDC
Account ending in *=*1341

In QuickBooks

Morthwest4 !|
| "
Northwest QBDC OMLINE BAMKING TRAMSACTIOMNS
Account ending in ==0332
X Received 0 new transaction(s) for account 0382,
In QuickBooks
Jo3Ez Received 2 new transaction(s) for account Morthwest2.

Northwest QBDC Received 0 new transaction(s) for account Morthwest3.
Account ending in ***5293 0«

In CuickBooks Received 3 new transaction(s) for account Morthwestd.

Northwest2

_ — ‘ — ‘ -
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From the Bank Feeds home screen, the user will next select Transaction List to view the downloaded
transactions for each account. All of the downloaded transactions will need to have an account assigned
to them for QuickBooks to sort in the program. The transactions will not be added to the register until
this step has been completed. The company should have accounts already set up in their QuickBooks
company profile for transactions sorting (i.e. income categories, expense categories, etc). The user can
add an account to all of the transactions and then select the Batch Actions menu then Add/Approve to

import all transactions.

mpany ¢ vendgrs  Employ Repors  Window Help

4 Finisn Later G Rules

3 Transactions HEW TS GUICHESSHS
Northwestd

Tell QuickBooks how to handle these bank transactions

arus AN - TvPe  |Alltypes | = FRoM [3/272017 wm| +o [3/372017 ) ] Snow Bark Mamo

Rev CHK 222017 INTERNET 10,00
Rev DEP 2017 INTERNET

Rev DEP 372017 INTERNET *++=+ess

| Batch Actions -

| AddfAppooe

1.01
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Completing Online Bill Payments

QuickBooks will not automatically add the BillPay option to the accounts. To activate BillPay with Direct
Connect, the user needs to select Activate from the Bank Feeds screen next to the account that they

have enrolled in Northwest BillPay Services. They will be prompted with the Edit Account menu, check
the Online Bill Payments checkbox, and then OK.

e aceaaseus G Reses

A, A1 ST

Account Information

AST UPDATE: T L
Mot st 54.1%
A une erading n DHET Toasy
213 Acoound Trpe Baan e
Caenesal Fank Feed Setegs

ACoound Name  Venoor Acctent 1
. Derwridicisd Transac o
& Actvale Onbng Senaces
TP RO A CATRLAT I

Financial nashson Hortrae st OBDC

ickBooks
&'lullfﬂn:li““l"l;n ot B

Lt Downioges Sl 18 () ranssctons|

% | & Stabament Dewnioads

- 1
l = Cvdaty Bull Eaymisnts

I-l—___

| e
T Deachate A Onbne Serdops

- 1,
T you Seaciivale 3l serdops, you will haee 10 588 Toprm up Tos this actount agan -
|

— Actrrate

ASSHUNE Ll T

AENOgh you Bupre THid e B 2O Onlined il papmianll $0A0e. pier Aodgadisl
maxiuSion may ol offer he serdce T Tis is the case, online i paymeenis cannol

b ackvaled using CulckBoeos. and pow should Seackvale Fes cpbon o e EGR

ACCOUNE WSO
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Once the account has been activated for BillPay, the user will need to select Download Transactions

again to bring in the payees from Northwest Online Banking BillPay. They will be prompted to enter their
password, and then select OK.

e s drmeet [l £

o Aoy Account Information PRl o
P T e— s L i

e s Ll t tnlay

- Cusfocas et s i e

s 13 B2

W e PRI E78 6 51573 -20.27

ol iy o A Loaay

Ly e

AT B3 od

L T e e e o]
VL Pl i PRI T

Arcaml sralay @ -1 ey f

CY-rre B,

] Moo =

b AR B etk PRI IR T L

P e 1 oy -

. e Ry
R T 5837 (1]

= Faymeer Zercalistory 0 ol B

Erdaer s Fid Fanasmed

Cregle Mew )

Once the update has completed, the user will be presented with a Transmission Summary that will show
the number of payment and payee notifications received. Select Close.

Bank Feeds

Online Transmission Summary »

1 online banking account updated

tion

Updating ® = = « =

In QuickBooks

T ENDING BALANCE NWSB 0382
A
NOTIFICATIONS -$0.27
Received 22 payment notification(s), 0 transfer notification{s) and 5 payee
notification(s).
OMLINE BANKING TRANSACTIONS —
Received 0 new transaction(s) for account NWSB 0382 | Rrel L |
Send items to your bank
Online Checks (0 of 0) Bill Paymenis (0 of 0)
Transfers (0 of 0) Messages (0 of 0)
Payment Inguiries (0 of 0} Payment Cancellations (0 of D)
=

Create New -

Print | Close |

Page 9 of 19



From the Bank Feeds menu, select the Alerts link within the account. This will bring up a list of all of the

alerts for the account, including payee alerts.

Bank Feeds

* lﬂjd Account @ Rules
EANK ACCOUNTS ACCO Py
Northwest QBDC $4.15
Account ending in **0382 Today
i A
In QuickBooks Nol Creation Date Subject
‘“endor Account 50.00 ACCOUNTEN
04/08/2018 Payee
04/08/2018 Payee
04/08/2018 Payee
There are 04/06/2018 Payee M
04/08/2018 Payee
041062018 Unrect
04/06/2018 Unrect
Read me 041062018 Unrect
|
= Messa/ 04/06/2018 Unreci
& Pajms 141062018 Unrect 5
Aeris | 0
| Total 32
Manage y Delete
Contact yo Close
Disable ba
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From the Alerts list, double click on the alert that says Payee named “NAME" detected. The user will
then be prompted to match the payee with a payee within QuickBooks. If the user does not already have
this payee in their QuickBooks payee list, they will be able to create a new payee by selecting <Add New>

from the name list.

i hosscocces |G Pums

B ROCOAWT & Acc

Wi R fl Business FRO Fiam
et ampnl eeralere) = TTIRAN Timtary

- C reathien Dt ]
i Ok Bk sy Cigatrizn Dt ot ]

HeASE B3

Clvs alde B

i
N
A RS el TRt CNSEs Naaa8 1 De G0l
o pour cats e A
i
Erdes or chaoass & NEms b makch )
N
A
} & Tasater han Aepeened Chech your recoe
L= o L g T ARG BT Pbd RDOBNED CPBEE P TRL
I [T ATASAIST Kk RGOSR CRBCK o PO
P Ll =] Toedaw B
e 0 raym e
i Dkl
VNSRS 4317 B e
Manage T

Once <Add News> is selected, they will be prompted to select the Name Type for the new payee. Vendor,

Customer, Employee or Other are the options presented. Select OK.

Select Name Type

Select which type of name to add then click OK.

H ® Vendaor

o 1 Customer i
1 Employee i
1 Other i
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After the Name Type has been selected, they will be presented with the Payee information screen. The
user should enter the payee name exactly the same as it is listed in Northwest Online Banking to
ensure the payees are synced correctly. Only the Name Field needs to be completed, QuickBooks will
sync the rest of the information from what is in Northwest Online BillPay.

‘ VENDOR MauE | Erie Water Works ] ‘

OFEMING BALANCE a5 oF 0406/2018 B How do | determine the opening balance?

Address Info

COMPANY MAME

Payment Settings FULL NAME
) JOB TITLE
Tax Settings
Main Phone - IMain Email v
Account Settings .
Waork Phone - CC Email -
Additional Info Mobile - Website -
Fax - Other 1 -

ADDRESS DETAILS
BILLED FROM SHIPFED FROM

Copy ==

Vendor is inactive @ Cancel Help

Select OK once the payee fills in. A confirmation will show with the address information that will be
synced to the newly created payee in QuickBooks. Select Yes to sync the address/account information.
Continue these steps for all of the payee detected alerts.

“ & R e

Apayed named! nedds to be added
o your data g
Enter or chioose a name to malch it
q‘ Do i WIS B0 Ol Tl dnfrmalion dor b el W
= nimaan?
Thid pavke i3 reddy on pour pares kil QuickBotes will tonlnue I uss T

currend payes indonabon undd vou moddy
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Once all of the payees have been synced with QuickBooks, the user can select Pay Bills from the Create
New menu if they have entered bills for the payee.

Bank Feeds

* Add Account E Rules

SANK ACCOUNTS Account Information

LAST UPDATE: Today ¥

Northwest QBDC $4.15
Account ending in =*0352 Today
In QuickBocks Northwest QBDC _|H QuickBooks
vendor Account $0.00 ACCOUNT ENDING IN “*+0332 ENDING BALANCE Vendor Account

$4.15 $0.00

There are no transactions to review. Download Transactions

Read messages from your bank
=] Messages Received (0) Send items to your bank

@ Payment Inquiry Responses (0) Gnling Checks (0 of 0) Bill Payments (0 of 0)

B Aers () Messages (0 of 0) Payment Inquiries (0 of 0)

Payment Cancellations (0 of 0)

Manage your account

Contact your bank Send ltems | Create New v‘

Disable bank feeds
Online Checks
Transfer Funds’

IMessages
Inquire About Payments

Cancel Payments

If the user does not use the Enter Bills option from the vendor list, they can select Write Checks from
the QuickBooks Home screen.

Home
VENDORS COMPANY
Chart of
=) Accounts
R
Enter Bills Pay Bills =
!
ltems & Get Financing
Services
CUSTOMERS
E Web and Calendar
Mobile Apps
Create Sales
Receipts
BANKING

=& E Ee2) i B

Estimates Create Receive Record Reconcile
Invoices Payments Deposits

&l &2 =

Statement Statements Refunds

Write Check
Charges & Credits GChecks Register
EMPLOYEES
&
Print
Enter Turn On Checks
Time Payrall
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Make sure the Pay Online check box is selected, and then select the payee from the Pay to the Order of
menu. QuickBooks will enter the earliest available date for the selected payee. Complete the amount
information and select Save and Close or Save and New.

Write Checks - Viendor Account

Main Reports oA
«*» B B X Boweon G § B O E % 0O
Find Mew Save Delete Qhﬂemnrize Print | | Pay Onifin Attach Select  Enter Clear Recalculate Reorder o
ol . File PO Time Splits Reminder e
Checks
BAMK ACCOUNT  Vendor Account - ENDING 0.00
DELIVERY DATE 0411812018 B
PEYTOTHECRDER OF | Erie Water Works - $ |_1_U[]| |
DOLLARS

Erie Water Works

QuickBooks

ACCOUNTE 503730504230

Expenses $0.00 ltems $0.00

VR LR Save & New | Clear

Once they close, the user will be presented with an alert that the payment has not yet been sent and they
will be directed to the Bank Center (Bank Feeds) menu.

Online Payment

You have just created an Online Payment. This payment has not yet been
sent. You can send this payment to your bank from the Banking Center in
CQuickBooks.

EDO not display this message in the futureé
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From the Bank Feeds menu, the user will see that there is a pending payment; select Download
Transactions to send payment.

Bank Feeds

+ Add Account @ Rules

BANK ACCOUNTS i
Account Information ST UPONTE Totay B
Northwest QBDC $4.15
Account ending in **0382 Today
In QuickBooks Northwest QBDC In QuickBooks
Vendar Account $1.00 ACCOUNT ENDING IN *++0382 ENDING SALANCE Vandor Account
$4.15 -$1.00

There are no transactions to review. Download Transactions

Read messages from your bank

& Messages Received (0) Send items to your bank
ﬁ Payment Inquiry Responses (0) Online Checks (1 of 1) I Bill Payments (0 of 0)
@ Aers o) Messages (0 of 0) Payment Inquiries (0 of 0)

Payment Cancellations (0 of 0)

Manage your account

SIS Send Items Create New |~
Disable bank feeds

Once the payment has been submitted successfully, the user will receive a Transmission Summary with
the payment instructions. Select Close.

1 paremast iatacton et

1 ek by sk ek

Fae B prymant recaict 364 sortacd infoemaien, cick hir
PRAMENT METRIICTIONG

Amound 100
DHLIE BAHKING TRINSACTIONS

FRACHNEE 0 hirw rang-4ctiands] for sccowt Vendar Account
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If the user needs to cancel a payment that was set up using Northwest Online BillPay, they can click
Cancel Payments from the Bank Feeds menu and select the payment. They can select Yes to confirm
cancellation. The user will then be prompted with instructions on how to complete the cancellation.

Northwest QBDC

$4.15

There are no transaciions to review.

Read messages from your bank
=1 Messages Received (0)

&3 Payment Inguiry Responses (0)
B aens s

Manage your account

Contact your bank

Disable bank feeds

Account Information

-

LAST UPDATE: Today 7

In GQuickBooks

IACCOUNT ENDING IN *~+03382 ENDING BALANCE Vendor Account

-$1.00

Download Transactions

Send items to your bank
Cnline Checks (0 of 0) Bill Payments (0 of 0)
Messages (0 of 0) Payment Inguiries (0 of 0)

Payment Cancellations (0 of 0)

Send ltems Create New | - |

Cnline Checks

Pay Bills

Transfer Funds
rMessages

Inguire About Payments

Cancelled

Payee

Erie Waber Works

Delivery Date Amount
04182018

ki
Total 1
cancl porge

Close

e Cancel paymient for §4.00 10 Erie Water Works: scheduled dor 04/ 870187

2;' m i Help

Vot Pl sl it & Canconl parrient degueEl For Wik feguil 10 ek #Bect you
must send il to your Anancal insetion

To sand your reguest
1. Golo the "Banking manu”

2 Chezae BankFeeds™
3 Chesaw Tank Feeds Canter

WTM 3. '
=
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From the Bank Feeds menu, select Download Transactions to send the pending payment cancellation. A
confirmation will display once completed.

» Account Information

There are no transactions to review.

Read messages from your bank
[=] Messages Received (0)

ﬂ Payment Inguiry Responses (0)
B weris @)

IManage your account

Contact your bank

Disable bank feeds

LAST UPDATE: Today

Northwest QBDC In QuickBooks
ACCOUNT ENDING IM *~0332 EMDING BALANCE Vendor Account
$4.15 -$1.00

Download Transactions

Send items to your bank
COnline Checks (0 of 0) Bill Payments (0 of 0)
WMessages (0 of 0) Payment Inguiries (0 of 0)

Payment Cancellations (1 of 1) '

Send Items Create New  ~

8 paymant lnatnucton sent

4 aniine banking azcount updaied.

Fa Bil payment roceipt and csatact inlomation, diek hars
PAMTHT INSTRUCTIONS
Yius ha cancelled the folawing papmen insinicion
Pt Lile Walei Woiks
Chckbum : 5174
Amount 1,00
ONLINE BANKING TRANSACTIONS

Feceived 0 new lansackania) los sscount vendor Agsount
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Complete a Transfer

To transfer funds from QuickBooks, select Transfer Funds from the Create New menu from within the
Bank Feeds menu. Complete the transfer information and make sure that the Online Funds Transfer
box is checked, and then select Save & Close or Save & New.

Transfer Funds DATE

TRANSFER FUNDS FROM | NWSB 0382 : NWSB-Business PRD ~ | ACCOUNT BALANCE 427
TRANSFER FUNDS IO | NwsB 1833 : NWSB-Business PRD ~ | ACCOUNT BALANCE 0.10
# Online Funds Transfer TRANSFER AMOUNT

MEMO [|

Save & Close | ﬁave'& New l Clear

Once they close, they will be presented an alert that the transfer has not yet been sent and directing
them to the Bank Center (Bank Feeds) menu.

Online Funds Transfer

You have just created an Online Funds Transfer. This transaction will now
show up in the Bank Feeds Center send list. To send the transfer; From the
Banking menu, choose Bank Feeds, Bank Feeds Center. Click Send/Receive
Transactions.

§D0 not display this message in the futureé

Select Download Transactions from the Bank Feeds menu to send the transfer to Northwest Online
Banking.

sanaccomTs Account Information o -
LAST UPDATE: Today
NWSB-Business PRD 516.81
Account ending in ***1833 Today
. NWSB-Business PRD In QuickBooks
In QuickBooks ACCOUNT ENDING IN 0352 ENDING BALANGE NWSE 0252
NWSE 1833 $0.60
NWSB-Business PRD 515.08 $1573 -$1 17
Account ending in **1541 Today

In QuickBooks

WSE 1841 $1.08 There are no transactions to review. Download Transactions
NWSB-Business PRD 59.27
Account ending in =*5293 Today
In QuickBooks
NWSE 5293 50.00 Read messages from your bank
Send items to your bank

NWSB-Business PRD 515.73 [E] Messages Received (0)
Account ending in <0382 Today Online Checks (0 of D) Eill Payments (0 of 0)

&7 Payment Inquiry Responses (0}
In QuickBooks Transfers (2 of 2) Messages (0 of D)

Alerts (54,

[EE L st n &4) Payment Inquiries (0 of 0) Payment Cancellations (0 of 0)

Manage your account

Contact your bank

Y Send Items Create New =
Disable bank feeds
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Once the transfer has been submitted, a Transmission Summary will be displayed detailing the successful
transaction(s). Select Close.

1 erater imvirucbon wenl

1 online Banking sccount vpdaied

HOTIFICATIONS

Recatnd 0 paymant noblcabins) 37 wansfer nolifcabion(s) and O papes
necification(s]

TRENSFER INSTRUCTIONS

Trangler 0.50

From account NWSE 0382 1o account BWSE 1833

CHLUNE BANKING TRANSACTIONS

Recatend 0 new ransachion(s) for acooun] FNWSE 0332

Z “

If a user has pending transactions in the Bank Feeds menu and tries to close QuickBooks without sending

them, they will be alerted with the following message. They will have the option to Send Now, exit
without sending or cancel.

Unsent Online Transactions

You have unsent payments, funds transfers, or email.
Would you like to send them before exiting QuickBooks?
(You will get to review them before they are sent.)

Send Now Ho Cancel
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