QUICKBOOKS TROUBLESHOOTING FOR BUSINESS ONLINE BANKING

From the main landing screen in QuickBooks, open the company to work with by clicking
the Company Name and Open.

After selecting the company to work with, you will be brought to the QuickBook’s Desktop.
Next, set up the bank connection to download via Web Connect by clicking on Bank Feeds
on the left of the screen or under the Banking menu at the top of the screen.

Enter your bank’s name, and choose Blackhawk Bank - Business.

Next, you will be prompted to import your transactions. To do so, click on the URL for
Blackhawk Bank’s website in the lower left-hand corner.
Once there, click Login, then click on Business Login. Login with your Business Online
Banking ID and Password.

From the Dashboard, click on Accounts.

Next to the account you wish to import transactions from, choose the dropdown arrow
under Options on the far right-hand side of the screen. Select Download.

Enter criteria in the required fields and next to Select Download Format, choose Intuit
QuickBooks (QBO). Click Download.

When prompted, choose Save and save the file to the Desktop.

Once you have saved the file, click on the radio button next to Import new transactions now.
Click OK.
Please note: If you are not prompted to import, double click the file on your desktop and it
will import to QuickBooks.

You will be asked which account to import to.
If it is your first time importing into an account, choose Create a new QuickBooks account
and name it.
If it is an existing account, it will appear on the Use an existing QuickBooks account
dropdown.

After the file downloads, you will receive a successful message. Click OK.

If the file is not automatically importing, choose Bank Feeds on the left or on the Banking
dropdown menu at the top of the screen. Then, choose Import Web Connect File.

Next, choose where that file is located on your PC.

Once the transactions have been imported, click Add to the right of the transactions under
the Action column.

You can also place a checkmark by all of the items and choose Batch Actions.
Then, Add/Confirm.

Select Yes to assign the accounts. You are now finished.

Troubleshooting

If you are having issues with downloading the file, repeat the Download process again.
Save the file to your computer desktop as an All Files, Save as Type.

Right click the saved file icon and choose
Rename.

Add .txt to the end of the file name. This
will save it as a text file.

Double click to open the file. If there is text in the file, the issue must be resolved with Intuit
QuickBooks. Please contact Intuit QuickBooks to troubleshoot with them.
If there is no data in the file and you have verified there are transactions on the account,
contact Blackhawk Bank at 800.209.2616 to resolve the issue.

Should you ever get a new Online Banking ID, or are troubleshooting a QuickBooks connection
issue, click on Bank Feeds, then click on the Bank icon in the account card.

Next, enter the new Online Banking ID and choose Save & Close. If you are still experiencing
connection issues, choose Deactivate All Online Services. Then click Save & Close, and go
back in and Activate Online Services again. For further assistance, please contact Blackhawk
Bank at 800.209.2616.
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