Getting Started Guide:

Transaction Download for QuickBooks® Windows 2008
(Susquehanna supports both Direct Connect and Web Connect in two separate
presences))

Refer to this guide for instructions on using QuickBooks’s online account features to save time,
improve accuracy, and keep your records up to date. Specifically, we will show you how to
download transactions and make online payments with your accounts in the QuickBooks 2008.

This guide includes the following sections:

Information You’ll Need to Get Started, page 1—Explains the information you will need
to have before downloading transactions with QuickBooks.

Set Up Online Account Access, page 2—Explains how to set up transaction download
for your QuickBooks account.

Keeping Your QuickBooks Accounts Up-to-Date, page 7—Describes how to
download transactions on an ongoing basis.

Sending Online Payments, page 8—Describes how to make online payments.

Information You’ll Need to Get Started

Before you enable your QuickBooks accounts to download transactions and make online
payments, you will need to contact Susquehanna to be enabled for DirectLine. If you are
using WebConnect there is no need to contact us, you will simply need the following
information. If you utilize our online Cash Management services, please call for instructions
to login using a multi-level ID and password at 888-286-3082.

Customer ID
Personal Identification Number (PIN) or password

Routing Number - Financial institutions are identified by a unique nine-digit number called
the routing number. It is used to send checks and electronic transactions to the right
place for processing. The routing number for Susquehanna Bank is 031309123.

Note: There is no online transaction download capability in QuickBooks Simple Start.

Set Up Online Account Access

The following steps explain how to enable an existing or new QuickBooks account for
transaction download and/or online payment

Step 1 From the menu, choose Banking > Online Banking > Setup Account for Online

Access.
You may see a message to close all windows. Click Yes.

Step 2  The Set Up Account for Online Services window appears. Click on the drop down

arrow and choose an existing account to add Online Services or choose <Add
New>. Select the appropriate account type (Bank Account or Credit Card) that you
are setting up for online access and enter account details - at a minimum enter a
name for the bank account and click on Save&Close.
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Step 2 — continued...

Set Up Account for Online Services

Select the QuickBooks account you want to connect to your Financial Institution

Select your QuickBooks account:
=l
< Add New >
Checking &t Anytown Bank
Checking One Bank
Test Bark Account Bank
Credit Card - business account Credit Card
Payroll Liabilities Other Current Liability ~

Help | < Bk | Hext > | Cancel |

Step 3  Enter the name of your financial institution and click Next. Note: Susquehanna is
listed as Susquehanna Bank-Direct for the Direct Connect Service. If you
cannot find Susquehanna Bank-Direct in the bank listing, click on “What if my
Financial Institution is not Listed “ and follow the instructions to update your bank

listing.
Set Up Account lor Online Services for Checking One

Select the Financial Institution for this account

QuickBooks Account: Checking Dne

Enter tae name of your Finandal Institution:

‘\what if nv Finarcial [nstkusicn is not isted?

Tellme abouk oninz banking.

Hzlp I < Eatk l fext = l Cancel
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Step 4  Susquehanna supports both Direct Connect and Web connect downloads to
QuickBooks. You will be asked to select the method you prefer.

Set Up Account for Online Services for Checking at ABC

How do you want to conneck to 7

Your financial institution provides two ways to connect:

£ Direct Connect
Sign on each kime within QuickBooks to download statements From your financial institution.
simplifies downloads and saves kime,
* Financial institution fees may apply ¢ Explain

" Web Connect
Each time vou download account skakements ko QuickBooks, wou must sign on ko your
financial inskitution’s Web site, Makes downloads more manual and time-consuming.

* Usually free

Compare these options

Cancel |

Help | < Back. |
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Step 5 If you selected Direct Connect and have your access information enter your Internet Banker ID
and Password information to sign in. If you selected Web Connect go to Step 8.

If your Susquehanna online service is Cash Management with a two-level sign-in
process, enter your two-level login as follows:

Enter your Internet Banker ID, followed by a space and then enter your Cash
Management ID (6111XXXXXXXX cmuser). The Password field will follow the
same format, i.e. Enter Internet Banker Password, followed by a space and then
enter your Cash Management password. If your Cash Management service uses
Single Sign On, simply enter your Single Sign On ID and Password.

Set Up Account for Dnline Services for Checking at Anytown i

]; 7 v}] Sign in to Anytown Bank

Customer ID “ — Need a Customer 1D and Password?
Lise your Arytown Bank Logn Your QuickBooks login is dffererk from the
1D login to your Anytown Bank Web site,

Password [ ‘
» Anvtown Bank Suppoet

Lise vour Arwtown Bank
Passweed
600-123-4567 to sign up

Confirm I

Password Mo fee for statement download

To slgn in to your bank with a secure Internet
connection, select Sign In.

Help | < Back Sign In Cancel

Step 6  Follow the remaining on-screen instructions to complete the Online Banking Setup
process for transaction download and/or online payment.
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Step 7 When the first download completes successfully your account setup is complete.

If you use Susquehanna’s bill payment service, check the “Activate Online Bill
Payments” if you would like to enable online bill payment with your account.

Click Finish. This will launch the Online Banking Center.

See the next section to learn how to download transactions from your bank.

Set Up Account for Online Services for Checking One

@ Direct Connect Setup Complete

Your QuickBooks Checking One account is now set up for online zervices with
Anytown Bank.

QuickBooks IERIII|

1y During the setup process, QuickBooks downloaded 2 transactions from Business
Checking-657025171.

Tao view these transactions, click Finish ta go ta the Online Banking Center,

Anytown Bank also offers Online Bill Payments. Bank fees may apply.

[T Activate Online Bill Payments

Zance| |

Help |
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Step 8  If you selected Web Connect you will see the window below. Click on ‘Go to my
Bank’s Website’. This will launch a web browser and take you to Susquehanna’s web
site.

Set Up Account fFor Online Services for Biz Checking at ABC

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

Banking Setup

\ﬁ) Required You must download a statement From your Wells Fargo - CEQ Basic
Banking Weh site ko QuickBooks ka finish the setup process,

Here's how:

1. Click the Go to My Bank's Web site and log in.
2. Find the download area for wour account,
3. Download a staktement to QuickBooks.

Detailed Instructions

To finish setup, click Go to My Bank's Web site.

Help | < Back | Zancel |
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Keeping Your QuickBooks Accounts Up-to-Date

In the Online Banking Center, you can download transactions, check online
balances, and with Direct Connect send online payments, schedule transfers and
view transactions in your register.

E Click here to view your C After completing your initial

register and review your Direct Connect download, click

downloaded transactions here to perform additional
downloads

A Select the |.; Financial Institution
appropriate Anytown Bank -
financial I ¥ J kact Info |
institution here \
@] 1tems To Send \

B Selecta
statement from [® |+ Download Bank Data For account: Checking at Anytown G0 Cnline
this list to
download its Edit
transactions

Delete
D Selecta m e Feceive 0 A = 0
statement from > —
this list to =I|Checking ak Anykown Bank Data, ($350.92 asaf ... - N ment Infio
enter its EMessage from Beta3-10, Re: Arthur testing 123 — i
transactions View
into your S Message from Beta3-10, Re: Arthur Test with R1
register A Message from Mational City, Re: RE: Arthur bestin, .. Delete

[ Message from Mational City, Re: RE: Arthur Test ..,
S Message from Beta3-10, Re: Test Wed J
-

Step 1  From the QuickBooks Banking menu, choose Online Banking > Online
Banking Center.

Step 2 Inthe Online Banking Center, select a financial institution from the Financial
Institution list box. (See A in the figure above.)

Step 3 Inthe Items to Send area, click the desired statement and then click Go Online.
(See B & c in the figure above.)

Step 4  Enter your password and follow the on-screen instructions to complete your
download.

Step 5 Inthe Items Received From Financial Institution area, click the desired
statement and then click View (See D & E above). The Downloaded Transactions
window appears below the account register. (See figure next page)
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3 Goka.., | @Print... | @Edit Transaction QuickRepu:urt

-10

x

Register 'I [ i-line Account: Checking at Anytown
Dake Murnber Paves Payment J Depaosit Balance
Type Account | Merno
10/1z¢2007 B[umber [Paves = |lPavment Deposit
Accounk ﬂl Mlerno
Record | Restore | Ending Balance 0.00

Downloaded Transactions I W show Matched

&sof 10/10/2007 Balance = $350.92

Sork Skatement By IDate -

Review your . .
AnsiToonm Finaneial
?ownloa_ded 1 Status | Dake | Chedk, # | Payee | P | Dep... |
ransactions Unmatched  |09j0S/2007 OMLIME TRAMNSFER TO CHECKING 1.00
here Unmakched 097052007 OMLIME TRAMSFER, FROM CHECKING 1.00
&dd One to Reqister Add Mulkiple. . Match [rrnatch
Done
Step 6 From the list in the Downloaded Transactions window, choose a transaction to
add to the register and then click Add One to Register. Use the Add
Multiple... button to add all transactions that have a recognized payee and
associated account.
Step 7 Follow the on-screen prompts to perform the desired activities. You will have the
opportunity to create an alias for an unrecognized payee. Aliased payees are
automatically renamed at each download.
Step 8 When the transaction appears in the register, choose an account for the
transaction from the Account drop-down list and then click Record.
Sending Online Payments:
If you signed up and enabled Online Payment during the Online Banking Setup interview process
then you can create online payments directly in your check register. Enter the payment date with
sufficient lead time. In the Number field type “s” and the word “SEND” will automatically be
entered (see screenshot below). Next do the following...
1.) Enter the payee, if it is a new online payee QuickBooks will automatically guide you
through creating it with the required information
2.) Complete recording the transaction
3.) When you’re ready to send your online payments, go to the Online Banking Center. You
will see the queued payments listed under Iltems To Send. Click Go Online to enter your
Password and send these payments (see prior section for more information).
0930/ 2004 v 1,213.00 1,213.00
.............. HOER = = = = = f|Hvanmimm =Bl By s s s s s s s s nnn s s n s n e n s OCOUE IR BRI e s x s s s s snnnnnnsnsnafunnnnnnnnnnnafonfuonsnnnnnnnnnffusnnnnnnnnnnnn
10/jos/z004 B |SEND ABC Phone Company T jl0.00 Deposit |:
...................... ] s Sy | e Y
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IMPORTANT FACTS TO KNOW WHEN USING TRANSFERS OR BILL PAYMENT IN
QUICKBOOKS:

1. We recommend you add any new Payees going forward in Internet Banker rather
than within Quickbooks. Any new Payees established in Internet Banker will
automatically pull over to Quickbooks with your next update.

2. If you edit or delete a bill payment or transfer in Quickbooks after the Update
Transactions has been run, it will not carry over to Internet Banker and your
change or deletion will not occur. You cannot delete or edit transfers or bill
payments in Quickbooks after an Update Transactions has been run. You must
use Internet Banker to make changes or delete pending transfers or bill payments.

3. Quickbooks does not support recurring transfers or bill payments. If you would
like to establish a recurring transfer or bill payment, you must use Internet
Banker.
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