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QuickBooks for Windows Conversion

Introduction

Once your company begins utilizing their Dollar Bank accounts, you will need to modify your QuickBooks settings to
ensure the smooth transition of your data. To complete the following instructions, you will need your User ID and
Password for your prior bank’s online banking system and Dollar Bank’s Business Online Banking.

It is important that you perform these instructions exactly as described and, in the order, presented. If you do
not, your service may stop functioning properly. This conversion should take 15-30 minutes.

NOTE: If you have never connected from QuickBooks to a bank before, please skip to Task 5.

Documentation and Procedures

Task 1: Conversion Preparation

Step 1: Back up your data file in QuickBooks. For instructions to back up your data file, choose Help
menu > QuickBooks Help. Search for Back Up and follow the instructions.

Step 2: Download the latest QuickBooks Update. For instructions to download an update, choose Help
menu > QuickBooks Help. Search for Update QuickBooks, then select Update QuickBooks and follow
the instructions.

NOTE: If multiple computers do not use the same QuickBooks data file, skip step 3. QuickBooks
activities such as Online Banking cannot be performed in multi-user mode because of the way the
activities interact with a company data file.

Step 3: Switch to Single User Mode. For instructions to Switch to Single User Mode, choose Help menu >
QuickBooks Help. Search for Switch to Single User Mode and follow the instructions.

NOTE: If you are not using Register Mode, enable it for the conversion. You can change it back after the
conversion is complete.

Step 4: Enable Register Mode. (Classic Mode in QuickBooks 2014 and newer).

Step 5: For instructions to enable Register Mode, choose Help menu > QuickBooks Help. Search for Banking
Feed Modes, select Bank Feeds Modes overview, scroll down, and follow the instructions.
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Task 2: Connect to Prior Bank’s Online Banking System

Step 1: Log in to your prior bank’s online system and download your QuickBooks Web Connect file.
Step 2: Click File > Utilities > Import > Web Connect Files.

Step 3: Link your bank account with the existing QuickBooks account and click Continue.

Step 4: Repeat steps 1 - 3 for each account.

Task 3: Match Downloaded Transactions

Step 1: If new transactions were received from your connection, accept all new transactions into the appropriate
registers.

Step 2: If you need assistance matching transactions, choose Help menu > QuickBooks Help.
Search for Matching Transactions and follow the instructions.

Task 4: Deactivate Your Account(s)

NOTE: All transactions must be matched or added to the register prior to deactivating your account(s).

Step 1: Click Lists > Chart of Accounts.

Step 2: Select the account you want to deactivate.

Step 3: Click Edit > Edit Account.

Step 4: Click Online Services in the Edit Account window (named Bank Feed Settings in QuickBooks
2014 and newer).

Step 5: Select Deactivate All Online Services, click Save and Close.

Step 6: Click OK for any dialog boxes that may appear with the deactivation.

Step 7: Repeat steps 2 — 6 for each account.

Task 5: Re-activate Your Account(s) for Business Online Banking

Step 1: Log in to Business Online Banking at https:/BusinessOnline.dollar.bank and download your
QuickBooks Web Connect File. Follow the instructions in the “Exporting Activity into
QuickBooks” document. Skip steps 2-3.

Step 2: Click File > Utilities > Import > Web Connect Files. If prompted for connectivity type, select Web Connect.

Step 3: Click the Import new transactions now radio button, 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.

DollarBank: ;
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Step 4: In the Select Bank Account dialog, click Use an existing QuickBooks account.
Step 5: In the corresponding drop-down list, select your QuickBooks account, click Continue.
Confirm the prompt by clicking OK.

NOTE: Repeat Task 5 every time you want to update QuickBooks with recent bank activity. Do not do this
task more than once per day for each account at Dollar Bank.

Step 6: Repeat steps 1 - 7 for each account that you previously disabled.
Step 7: Verify that all transactions downloaded successfully into your account registers.

Task 6: Re-enable Side by Side mode (if necessary)

NOTE: If you prefer Register Mode, you are finished with your conversion. If you use the Side by Side
mode (Express Mode in QuickBooks 2014 and newer) for online banking,
you may now re-enable the mode.

Step 1: For instructions to enable Side by Side mode (Express Mode), choose Help > QuickBooks Help.
Search for Banking Feed Modes, then select Bank Feed Modes overview, and follow the instructions.

NOTE: For assistance call Dollar Bank Treasury Management at 1-855-282-3888.

QuickBooks for Mac Conversion

Introduction

Once your company begins utilizing their Dollar Bank accounts, you will need to modify your QuickBooks settings to
ensure the smooth transition of your data. To complete the following instructions, you will need your User ID and
Password for your prior bank’s online banking system and Dollar Bank’s Business Online Banking.

It is important that you perform these instructions exactly as described and, in the order presented. If you do not, your
service may stop functioning properly. This conversion should take 15-30 minutes.

NOTE: If you have never connected from QuickBooks to a bank before, please skip to Task 5.

Documentation and Procedures

Task 1: Conversion Preparation

Step 1: Back up your data file in QuickBooks. For instructions to back up your data file, 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.
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Step 2: Download the latest QuickBooks Update. For instructions to download an update, choose Help menu
and use the Search bar available at the top. Search for Update QuickBooks, select Check for
QuickBooks Updates and follow the instructions.

Task 2: Connect to Prior Bank’s Online Banking System

Step 1: Log in to your prior bank’s online system and download your QuickBooks Web Connect File.
Step 2: Click File > Import > From Web Connect.

Step 3: Link your bank account with the existing QuickBooks account, click Continue.

Step 4: Repeat steps 1 - 3 for each account.

Task 3: Match Downloaded Transactions

Step 1: If new transactions were received from your connection, accept all new transactions into the appropriate
registers.

Step 2: If you need assistance matching transactions, choose the Help menu and use the Search bar available
at the top. Search for Updating Your Register, select the article with that name and follow the
instructions.

Task 4: Deactivate Your Account(s)

NOTE: All transactions must be matched or added to the register prior to deactivating your account(s).

Step 1: Click Lists > Chart of Accounts.

Step 2: Select the account you want to deactivate.
Step 3: Click Edit > Edit Account.
Step 4: Click Online Settings, in the Edit Account window.

Step 5: In the Online Account Information window, choose Not Enabled from the Download Transaction list and click
Save.

Step 6: Click OK for any dialog boxes that may appear with the deactivation.
Step 7: Repeat steps 2 — 6 for each account.

Task 5: Activate Your Account(s) for Business Online Banking

Step 1: Log in to Business Online Banking at https://BusinessOnline.dollar.bank and download your
QuickBooks Web Connect File. Follow the instructions in the “Exporting Activity into
QuickBooks” document. Skip steps 2-3.

NOTE: Look at the date you last had a successful connection. If you have overlapping dates in the web
connect process, you may end up with duplicate transactions.

Step 2: Click File > Import > From Web Connect.
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Step 3: If prompted for connectivity type, select Web Connect.

Step 4: The Account Association window displays during setup. For each account you wish to download into
QuickBooks, click Select an Account to choose the appropriate existing account register.

NOTE: Do not select “New” under the action column.

Step 5: Click Continue. Click OK to any informational prompts.
Step 6: Add or match all downloaded transactions in the Downloaded Transactions window.
Step 7: Repeat steps 1 — 7 for each account at Dollar Bank.

NOTE: Repeat Task 5 every time you want to update QuickBooks with recent bank activity. Do not do
this task more than once per day for each account at Dollar Bank.

QuickBooks Online Edition Conversion

Introduction

Once your company begins utilizing their Dollar Bank accounts, you will need to modify your QuickBooks settings to
ensure the smooth transition of your data. To complete the following instructions, you will need your User ID and
Password for your prior bank’s online banking system and Dollar Bank’s Business Online Banking.

It is important that you perform these instructions exactly as described and, in the order, presented. If you do not, your
service may stop functioning properly. This conversion should take 15-30 minutes.

NOTE: If you have never connected from QuickBooks to a bank before, please skip to Task 4.

Documentation and Procedures

NOTE: If your Business Online Banking account requires a token at login, you will not be able to do Task 4.
Skip Task 4 and go to the “Additional Instructions: Manually Import Transactions.” To discuss other options
please contact the Dollar Bank’s Business Online Banking Support Line.

Conversion — Information Only

QuickBooks Online data is stored on Intuit servers in the cloud. Since we update your records with every change, we
cannot restore your file to a previous point in time.

QuickBooks Online automatically updates your selected version so you are always on the latest release.

NOTE: QuickBooks Online edition connectivity services may be interrupted for up to 3-5 business days
after the conversion is complete.

DollarBank: .
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Task 1: Connect to Prior Bank

NOTE: Please skip to page 10 if you Manually Import Transactions.

Step 1: Choose Transactions > Banking. In the upper right corner, click Update.
Step 2: QuickBooks Online edition will look for any new transactions from the prior bank’s account.

Step 3: After your update finishes, click the New Transactions tab to see what was downloaded.

Task 2: Match Downloaded Transactions

Step 1: If new transactions were received from your connection, accept all new transactions on the
Transactions > Banking page. Simply check off all the New/Matched transactions and click Batch
Action to Accept Selected.

Step 2: If you need assistance matching transactions, choose Help menu > search for Matching
Transactions and follow the instructions.

Task 3: Deactivate Your Account(s) from the Prior Bank

NOTE: All transactions must be matched or added to the register prior to deactivating your account(s).

Step 1: Choose Transactions > Banking.

Step 2: Click on the account you'd like to disconnect, then click the Pencil icon.
Step 3: Click on Edit Account Info.

Step 4: Check the box next to Disconnect this account on save.

Step 5: Click Save.

Step 6: Repeat steps 2—=6 for each account connected to your prior bank.

Task 4: Re-activate Your Account(s) for Business Online Banking

Step 1: Choose Transactions > Banking.

Step 2: In the upper right corner, click Add Account.

Step 3: Enter Dollar Bank, click Find.

Step 4: Click the link for Business Online Banking.

Step 5: Type your User ID and Password, click Log In.

Step 6: Ensure you associate the account for Business Online Banking to the appropriate account
already listed under QuickBooks Accounts. You will want to select the matching accounts in
the drop-down menu.

DollarBank:



BUSINESS ONLINE BANKING « USER GUIDE « QUICKBOOKS

Step 7: After all accounts have been matched, click Connect.
Step 8: When the download is finished, click I'm done.

NOTE: Do not select +Add new. If you are presented with accounts, you do not want to track in this data
file, uncheck the box next to the Account name.

Additional Instructions: Manually Import Transactions

Step 1: Log in to Business Online Banking at https://BusinessOnline.dollar.bank.

Step 2: Download a ‘.qbo’ (QuickBooks) Web Connect file by following the Exporting Account Activity for
QuickBooks section of this User Guide.

Step 3: In QuickBooks Online, choose Transactions > Banking.

Step 4: In the upper right corner, click File Upload.

Step 5: Click Browse and select Business Online Banking’s Web Connect file from your computer.

Step 6: Click Next.

Step 7: In the drop-down menu, select the account where you'd like to upload the transactions.

Step 8: When the download is finished, click ’'m done. Let’s go!

Step 9: After your download finishes, click the New Transactions tab to see what was downloaded.

NOTE: For assistance call Dollar Bank Treasury Management at 1-855-282-3888.

Exporting Account Activity for QuickBooks

To get started exporting account activity choose to follow the basic export (task 1) or the advanced export (task 2).
The basic export is only for accounts with less than 200 transactions in a 45-day period. If the account has more than 200
transactions in 45 days, then use the advanced export (task 2).

Task 1: Create a Basic Export File

Step 1: Log in to Business Online Banking. From the Dashboard, select the account to export activity for
QuickBooks.

Step 2: The default activity displayed is the last 45 days. If a different period is needed, edit the date range to
display the desired period.

NOTE: If the following warning message is displayed, edit the date range to be a smaller period or
use the Advanced Export (Task 2) instead. Proceeding with this message displayed will cause
issues with missing transactions in the file.

DASHBOARD ACCOUNTS PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS ADMINISTRATION ADDITIONAL SERVICES

. R - .

o ACCOUNT ATV oo @ oo e P
Warnings
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Step 3: Click on the Export button and select QuickBooks.

PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS ADMINISTRATION ADDITIONAL SERVICES

DASHBOARD ACCOUNTS

Tt ACCOUNT ACTIVITY @ oo o P s

=== se this page ew your account activity, including pending and processed

BAILII

BALANCE SUMMARY - AS OF 05/01/2023 14:26 ED'F"m Separated _

Semicolon Separated

Account Forms and Surfaces Inc. CK - XXXXXXX5515

Tab Separated
————

Step 4: The file will download to your default download folder. Depending on your browser settings it may appear at
the bottom of your window with the option to open or show in folder.

‘ @ Account-Activity-...gbo A~ Show all X

Step 5: Jump to Task 4: Import the File into QuickBooks

Task 2: Create an Advanced Export File

Step 1: Log in to Business Online Banking. Under Accounts select Export Profiles.
Step 2: Click Create Profile.

Welcome,

Business Online Banking ’IarBank’ John Smith

DASHBOARD ACCOUNTS BILL PAY PAYMENTS TRANSFERS FRAUD CONTROL CHECK SERVICES REPORTS FILE SERVICES
] MANAG E EXPORT PROF”—ES + Create Profile C) Refresh ﬁ Print 7 Help
=== |Jse this page to create, edit or delete Export Profiles. @ *

EXPORT PROFILES

Profile Name & Description a File Type a Contents a Last Built a Action

Export July 20th Export July 20th Comma Separated Prior Day Summary Only 07/28/2021 D

Step 3: Give the profile a Description and Profile Name. Select File Type as QuickBooks from the drop
down, click Next.
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Step 1 Select file format

BAIN

Comma Separated

QuickBooks

Semicolon Separated

Step 4: Provide below information:
1. Contents: Prior Day

2. Accounts for exporting

3. Choose between an Absolute date range or a Relative date range.

Click Next.
CREATE EXPORT PROFILE

Step 2 of 4: Select export information

Account Number &

X000ex2205

DollarBank:

o Prior Day

Account Nickname &

Active Link Sav 1

xoooo007144 Active Link Sav 2
xoo00002449 Dormon t Check 1
LT Inactive Chk 1
pa— T Inactive Sav 1
Date Range * o Absolute Relative
From 07/28/2021
To 08/01/2021

@ Required Fields e X

Bank ID &

243074385

243074385

243074385

243074385

243074385

Next

12
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Step 5: Enter the required information marked with an asterisk (*).

e Transaction Amount Range: Enter if needed. If an amount is entered all transactions may not be in
your import.

e Transaction Codes: Choose Select from List and select all items.

e Summary Codes: Select 030 Current Ledger.

e Click Next.

EDIT EXPORT PROFILE 00

Step 3 of 40 Select transaction information

r - uitkBusks
4T Tamd2 | Amcunt Bange From n
- 1 Garoups
Gro
Trammac b Ludes D Swlwct From Ll Input Trarawz bor Lodes Mu Trameicbon Codes
BALSwill ol s Desenplion
H 7 Ltk Dupouil
H 1 Lok Adjunlmeni Credd
H 14 ALH Lradi Recsrewd
H 1 Pramst d ALH Crachl
n 1 drmean ALH Lrwdil
Surmmary Lidss 0 lel From Lisl It bummary Cudes Mu Summary Lodes
Halitwall Codu & Dawenplon &
ui4 Axngg- Licuirgg Leghuwr ¥TL Proee. Month
Llaw L
H LEY Curruni Luthger
Collex alancw
ALH NET Poosbiar

Step 6: Review your selections, if it all looks accurate select Submit Profile.
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If changes are required, select Back, and make the necessary changes.
L7 I

PREVIEW EXPORT PROFILE

Step 4 of 40 Use this page to review Export Profile Information

Darecriplion Fin 1170
F ¥ b I
il Typw o
Lorbanl ¥ o
Aucmunls MO IS - Wwche il Pencuwe Chsching - 245074 588
Lotle Pampiw
artatlion Grow e P—
g v 11
a1y
m, udwn

The Successful Submit message will appear.

@ Successful Submit Manage Profiles

Export profile QuickBooks export has been successfully created.

Task 3: Build an Advanced Export File

Step 1: On Manage Export Profiles screen, click Build File.

il
11 MANAGE EXPORT PROF' LES + Create Profile CD Refresh ﬁ Print 7 Help
=== Use this page to create, edit or delete Export Profiles. "
EXPORT PROFILES
Profile Name & Description a File Type & Contents & Last Built & Action
QuickBooks export QuickBooks export QuickBooks Prior Day *, B

DollarBank: y
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Step 2: The Export History will appear with a list of all export files created. Selectthe mostrecent one by
clicking on the Profile Name. In this example you would click ‘QuickBooks export’

<= EXPORT HISTORY — ? el
111 E rint £ Help
s Use this page to view Account Export information
EXPORT HISTORY
Date/Time W Profile Name a Description a File Type a File Size a Status a
Contents
08/02/2021 10:16 QuickBooks export QuickBooks export QuickBooks 25614 B Completed
Prior Day
07/23/2021 09:27 quickbook exportquickbook QuickBooks 43434 B Completed
Prior Day

Task 4: Import the File into QuickBooks

A long narrow box will appear at the bottom of your screen asking to open or save the file.

@ Account-Activity-...gbo A Show all x

QuickBooks for Windows or QuickBooks for Mac Users:
1.1f Open is selected QuickBooks will automatically open and import your file. Follow the
onscreen setup from QuickBooks to begin managing a bank feed in QuickBooks to
complete the import of thisfile.

2.If Save is selected, note where the file is saved. Double click on the file and
QuickBooks will open and begin the onscreen setup for managing a bank feed in
QuickBooks to complete the import of this file.

QuickBooks Online Edition Users:
1.Select Save, note where the file is saved.

2.Log in to QuickBooks Online edition.
3.Go back to the Banking area. Select the Update drop down menu and select File Upload.

Continue to follow the QuickBooks prompts to import the file created from Business Online
Banking.

DollarBank: "
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NOTE: For assistance call Dollar Bank Treasury Management at 1-855-282-3888.

Creating a Positive Pay Issue File from QuickBooks

Task 1: Create a Positive Pay Issue File from QuickBooks Professional

Follow these steps to export your check data from QuickBooks into a CSV file:

Step 1: After writing new check(s)/paying bills, go to Reports in the toolbar. Under Reports, select
Custom Reports and then Transaction Detail.

Display Filters Header/Footer Fonts & Numbers

REFORT DATE RANGE

@Thjs Month-to-date - From the first day of the current month through today

From 12/01/2025 B To 12152025 @&

REFORT BASIS

@ Accrual T Casgh This setting determines how this report calculates income and expenses.
Search Columns Total by |Total only .
<
(left margin) A Sortby  Default -
Trans # ' Sortin @ Ascending order i&
+ Type ) Descending order &%

Advanced...
Entered/Last Modified Put a check mark next to each column

i that you want to appear in the report. Revert

Step 2: On this Display Tab:

a. Select a Date Range
b. Under Columns select only the following:
e Date
e Num
e Name
e Amount

Step 3: Click on the Filters tab and the screen should display the following:

DollarBank: 5
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eport. Custom Transaction Detall Report )

Display HeaderFooter  Fonts & Numbers

CHOOSE FILTER CURRENT FILTER CHOICES

Account

Account A All accounts - Date This Month-to-date
Amount

Date

Item

Memo

Remove Selected Filter
ACCOUNT FILTER

Choose the types of accounts or a specific account from the
drop-down list. Indicate whether or not you want split detall
to appear in the report (Balance Sheet accounts only).

Tell me more...

Revert

Under the Account drop down select Multiple Accounts. This box will appear:
SRR {

. Manual 10100 - Checking A
geKlectthe account from the list, then click 10300 - Savings '
10400 - Petty Cash
2 Automatic

11000 - Accounts Receivable
12000 - Undeposited Funds
12100 - Inventory Asset

Enter the exact account below, then click

12800 - Employee Advances

Cancel

Select the account from which you write your checks, click OK.

Step 4: Under Filters select Transaction Type and then select Multiple Transaction Types. The box
below will pop up:

“arBaﬂk® 17



BUSINESS ONLINE BANKING USER GUIDE

e QUICKBOOKS

Display HeacenFooter Foqts & Numbers

CHOOSE FILTER CURRENT FIRTER CHOICE S

TransactionType
Name A Check - Date This Montn-to-date
Number ' TransactionType Check
Aging
Billing Status

Remove Selected Filter
TRANSACTIONTYPE FILTER

Choose the tipe of transaction &om the drop-down list To
select several fransaction ypes. choose Multiple
Transaction Types,'

Tell me more...

Revert

Step 5: Select Check and Bill Payment, click OK.

Step 6: Click the Header/Footer Tab.

Modify Report: Custom Transaction Detail Report

Display Filters Header/Footer Fonts & Numbers

SHOW HEADER INFORMATION

PAGE LAYOUT
mpany N Rock Castle Construction Alignment
s . : Standard =
+ Report Title Custom Transaction Detail R...
+| Subtitle December 1-15, 2025 Time Company
g::s Title
« Date Prepared 12431401 - Subtitle

+ Time Prepared

Hay, 4328

+ Report Basis

+ Print header on pages after first page

SHOW FOOTER INFORMATION

s

Extra Line Page

+ Page Number Page 1

+ Extra Footer Line

< Print footer on first page

Revert

Remove the check marks from all the boxes on the left. Removing the Header and
Footer information will create a cleaner report to export.

Click OK and the report will run.
The report should look similar to this one:

DollarBank:
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NOTE: If you do not see all your checks go back into Customize Report and click the Filters tab.

Select the following: Check, Payment, Bill Payment, Sales Tax Payment, Paycheck,
and Payroll Liability Check.

Once the report shows all the checks/payments you have made and it resembles the
example above, click Memorize and save this report so you have it next time you need
to do this.

Otherwise, you will have to go through all of the above steps again.

Step 7: The report is now ready to be exported into an Excel file.

The following screen will appear:

Customize Report Comment on Report Share Template Memorize Print + E-mail @ Hide Header Refresh
Dates  This Month-to-date = From 12/01/2025 B To 12M5/2025 [ Total By Total only * SortBy Default -
Report Basis: (® Accrual () Cash Show Filters
Type Date Num Name Amount
Deci-15,25
p Check 12/01/2025 4786 Abercrombie, Kristy:Remodel Bathroom T11.15 4

Check 1210142025 478 Gregg 0. Schneider -52.00

Check 12/02/2025 475 Cal0il Company -135.80

Check 12/08/2025 431 City of Middlefield -175.00

Check 12M5/2025 515 Vu Contracting -1,000.00

Deci-15,25 -2,083.95

Click Excel drop down menu and select Create New Worksheet.

WHAT WOULD YOU LIKE TO DO WITH THIS REPORT?

® Create new worksheet

® in new workbook

in existing workbook
) Update an existing worksheet ~ How it works
7 Replace an existing worksheet

) Create a comma separated values (.csv) file

( Export l\ Cancel Help

Step 8: Click Advanced and the following screen will appear.
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Unselect below options:

. Space between columns
. Include QuickBooks Export Guide worksheet with helpful advice.
. Unselect Repeat row labels on each page.

Click OK.

Then click Export. The report will automatically open in Excel.

QuickBooks Options:

Keep the following format options from QuickBooks:

v Fonts Space between columns

v| Colors v Row height

Excel Options:
Turn on the following Excel features:

v| AutoFit (set column width to display all data)
« Freeze panes (keep headers and labels visible)
v Show Gridlines

Auto Qutline (allows collapsing / expanding)

Auto Filterin i
| Include QuickBooks Export Guide worksheet with helpful advice

Create backup worksheet during update

Printing options:
Show report header:
@ On printed report only
) On printed report and screen

Repeat row Iabels on each page

Step 9: Once in Excel there are 3 things that need to be done:
¢ Delete the second row that shows the date range for the report.

e Delete the last row that totals the checks.
e Delete any blank columns in between columns with data in them.

DollarBank: ”
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AutoSave
File Home Insert Page Layout Formulas Data Review View
Eﬁ & Calibri o AN == = L EE}WrapTaxt
P & B I U~ Hi- d"'ﬁ‘ =S=E= == MErgE&CEl
Clipboard N Font = Alignment
Al b ks
A B C D E F G
1 Type Date Num Name Amount
2 |Dec1-15,25
3 Check  12/01/2025 476  Abercrombie, Kristy:Remodel Bathroom 71115
4 Check  12/01/2025 478 Gregg 0. Schneider -52.00
5 Check | 12/02/2025 47%  CalQil Company -135.80
& Check 12/08/2025 451  City of Middlefield -175.00
T Check 12/15/2025 515 Wu Contracting -1,000.00
2 |Dec1-15,25 -2,083.95
9
10
1
12

Step 10: Format the Amount column to show negative numbers in red without any minus signs. To do this,
right click one of the amounts and select Format Cells.

On the Number tab select Number. Then under Negative Numbers on the right select the
example with the numbers in red as seen below.

formatcens 21X

Number | Algnment | Font | Border | Fil | Protection

Category:

fGnera =] [Sample -

Number [ Amount ‘
£NC

Accounting i -
Date Decdmal places: |2 E

e I™" Use 1000 Separator (,)
Percentage )

Fraction Negative numbers:
Sdentific
Text
Spedal
Custom

Number is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value,

o] _cnn |
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Step 11: Inthe first available column enter your Dollar Bank checking account number that these checks
were written out of. You can save time by typing the account number in the first time, and then
copying and pasting it to all the other rows. It should now look similar to this one below.

File Home Insert Page Layout Formulas Data Review View Develc
] ij° Calibri 1 A A === #| 2BWrap Text
B~
Pajte o O A | === =53 [E Merge & Center ~
Clipboard T Font ] Alignment ]
Ad - 5
A B C D E F G H
123456789 Check 12/01/2025 478 Abercrombie, Kristy:Remodel Bathroom T11.15
123458789 Check 12/01/2025 478 Gregg 0. Schneider 62.00
123458789 Check 12/02/2025 47% CalOil Company 135.80
123458789 Check 12/08/2025 481 City of Middlefield 175.00
123456788 |Check 12/15/2025 515  Wu Contracting 1,000.00

=T B I Y L N

Save the excel workbook as a .CSV file and send it to the bank.

Tosave as a .CSV file:
Go to File and select Save As. In the Save As Type drop down select CSV (Comma delimited) (*.csv).

Task 2: Create a Positive Pay Issue File from QuickBooks Online Edition

Follow these steps to export your check data from QuickBooks Online into a CSV file:

Step 1: After writing new check(s)/paying bills, go to Reports in the menu. Under Standard, navigate to
Expenses and vendors, select Check Detail.

Standard Custom reports Management reports

Expenses and vendors

1099 Transaction Detail Report

Check Deta

The checks you've written, with the date, payee
Customize
Expenses by Vendor Summary

Transaction List by Vendor

Vendor Contact List
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Step 2: Select Customize:
a. Select a Report Period
b. Under Rows/Columns set Group By to None. Then select only the following:

e Date

e Num

e Name

e Amount

Customize report

[SEESRCYRES .
3

€. Under Filter select the following:
e Transaction Type = Check
e Account = the account checks were written out of.

Customize report

» General

» Rows/Columns
w Filter
[«] Transaction Type Check v
[v] Account Checking v

|| Cleared Al v
|| Check Printed Al -
[] Num

d. Under Header/Footer unselect all the boxes. Then click Run Report.

Customize report

DollarBank: .
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NOTE: If you do not see all your checks go back into Customize Report and click the Filters tab.

Select the following: Check, Payment, Bill Payment, Sales Tax Payment, Paycheck,
and Payroll Liability Check.

Once the report shows all the checks/payments you have made and it resembles the
example above, click Memorize and save this report so you have it next time you need
to do this.

Otherwise, you will have to go through all of the above steps again.

Step 3: The report is now ready to be exported into an Excel file.

Click on the Export button and select Export to Excel. The file will download to wherever your system saves
downloaded files.

Check Detail Report

Step 4: Once in Excel there a few edits to make.
e Delete Column A
e Highlight all columns and rows with data. Then do a custom sort and sort by column B (Num).
e Delete all rows that do not have a check number (Num) associated with it.

e Format the Amount column to show negative numbers in red without any minus signs. To do this, right
click one of the amounts and select Format Cells. On the Number tab select Number. Then under
Negative Numbers on the right select the example with the numbers in red as seen below.

er  Alignment  Font  Border  Fill  FProtection

(1234.10)
(1234.10)

Number is used for general display of numbers. Currengy and Accounting offer spedialized
formatting for monetary value.

DollarBank: 24
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The data should now look something like this:

A B C D I

1 Date Num Name Amount
2 | 01/22i2023 2 Mahoney Mugs 18.08
3 1210972022 4 Chin's Gas and Qil 54.55
4 127242022 S Chin's Gas and Qil 62.01
5 12182022 12 Books by Bessie 55.00
6 0172012023 70 Chin's Gas and Oil 185.00
7 | 01/2812023 75 Hicks Hardware 2875
8

9

1

Step 5: Save the excel workbook as a .CSV file and send it to the bank. To save as a .CSV file:
Go to File and select Save As. In the Save As Type drop down select CSV (Comma delimited) (*.csv).

DollarBank: s
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