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While the answer will vary slightly between versions, PC vs. Mac and US vs. Canada, the
process is very similar. It is also important to note that the rules were significantly enhanced

after 2013 and are completely different for QuickBooks Online. QuickBooks Online has the
best rule structure for automation.

Below are the steps to utilize rules in QuickBooks Desktop
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Preferences

My Preferences Company Preferences

Change check date when non-cleared check is printed
Start with payee field on check

+| Warn about duplicate check numbers

| Autofill payee account number in check memo

SELECT DEFAULT ACCOUNTS TO USE

Open the Create Paychecks form with
Open the Pay Payroll Liabilities  form with

BANK FEEDS
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® Express Mode (new in QuickBooks 2014)

+ Create rules automatically
sk before creating a rule
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First thing you will want to check is
that your Bank Feeds is turned on

From Drop Down Menus:
Select Edit =
Preferences=>
Checking=>
Company Preferences=>
Under Bank Feeds:
Select Express Mode
Create Rules Automatically

Always Ask Before Creating
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8 AddAccount [ Rules

BANE ACCOUNTS

Union Bank

Account ending in =*1110

In QuickBooks

Checking

CREDIT CARD

Once the Bank Rules have been turned on, go into
your Banking Center and Select the Rules Icon

$0.00 This will take you to the screen where you can start to make
1 monthiz) ago your own rules.
To get the most out of the rules that you create you want to
look for the least common denominator that will capture the
transactions.
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To get the most out of the rules that you create you want to
look for the least common denominator that will capture the
transactions.

Quite often you will find vendor name or a shortened version
will be what you use to create the rule.

v CHEVRON
v' MSFT

v GRASSHOPPE
v FRESH GRIL
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Manipulating the Memo Line in Ledgersync before you export your
transactions will enable you to use the trigger the rules you create in
QuickBooks.

This trick is great for checks! If you type the payee name into the memo
field, you can create bank rules that match the language and your check
details will also be entered in.

06/14/2016 - Parkway Business Solutions_ Accounting [Check #1954]

Edit Check 1954 Description

Parkway Business Solutions_ Accounting




Edit Rules Details

If you create a rule like the one below, that has two “L”s
you will discover the rule did not work. By removing the
second L from the description, the rule will capture
DESCRIFTION | CONTAINS ___v correctly and your future transactions will begin to
STARTS WITH match.

ENDS WITH
MATCHES EXACTLY
Rename DOES NOT CONTAIN|TO | Googlecom

AND | Categorize ¥ ITIN THE FOLLOWING ACCOUNT

DESCRIPTION | CONTAINS

Rename ¥| THE PAYEE FIELD TO | Fresh Gril

AND | Categorize | ITIN THE FOLLOWING ACCOUNT
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NEW TO QUICKBOOKS
Transactions

Checking

For all other transactions continue

to find the common pattern on the

bank feed |nformat|0n SO the I‘U|eS Tell QuickBooks how to handle these bank transactions
will capture all the future s e Aitpes| - row [a152016
transactions as well.

6/20/2016 H HLIQU VEN...

61772016 STATE FARM R...

6/17/2016 Ring Central Ring Central
B17/2016 USPS Usps

If you left the option to auto create — R SR
the rules turned on, you will find O [ rev B152016 e

615/2016 H HLIQU 1939

that over time the rules will be auto = TR
generated for you’ be Sure to [] 6127/2016 FRESH GRIL VE .. Fresh Grill Meals and Entertaim

. o o | 6/24/2016 Smartvault Smartvault Office Expenses

reV|eW them fro m tl me to tl me for [v] 6/23/2016 Chevron Chevron Automobile Expense

e rro rS . [+ 6/23/2016 Microsoft Microsoft Office 365 Office Expenses
B/23/2016 Microsoft Microsoft Office 365 Office Expenses

6/23/2016 Chevron Chevron Automobile Expense
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After downloading and saving your QBO file from Ledgersync, Open QuickBooks and the company file that you wish to import into. From the top menu bar, select
Banking = Bank Feeds = Import Web Connect File to start the import process.

NOTE: If you have previously used another web connect source other than Ledgersync with your account you must make sure that connection is deactivated to be able

complete the process.



02.2016 Universal Template File - QuickBooks Accountant Desktop 2016

File Edit View Lists Favortes Accountant Company Customers \endgrs Employees Banking Repoits Window Help

=l Bank Feeds - O x

1 @ Add &ecount ﬁ Rules
BANK ACCOUNTS i
Account Information LAST UPDATE: 1 weekis)ago 89
Wells Fargo Bank 30.00
Accoont ending in =*4359 1 week{s) ago N
G ks Wells Fargo Bank In QuickBooks SETWRS IDViecy iy
ASGOUNT EMDING IN *+*4858 ENDIMNG BALANCE checking 2
checking 2 0.00 -
WELLS FARGO
c Wells Fargo Bank 50.00 $0.00 $000
g Account ending in 4859 | weeki{z) ago
§ In QuickBooks
2 Checking 50.00 1 transaction is waiting to be added to QuickBooks
w
E >
= CREDILCARD i Learn how to manually downlead ransachions
Bank of America - QB 50.00
WebConnect
Account ending in "NGED 5 day(s) ago
c In CuickBooks Manage your account
! cec §17.00 Disable bank feeds
Manually import statements
Edit account seflings
B q Q q q . .
= After your Import has completed, you will see the following screen in the Banking Center. If you do not see this screen it can be accessed from the top
m menu bar, select Banking = Bank Feeds = Bank Feed Center.
B
The accounts listed on the left side are all web connected bank accounts. Select the correct account to view how many transactions are pending to be
accepted. Select the transaction list button to view all transactions.
) NOTE: Some accounts may show the wrong bank logo (like the Wells Fargo Image here) when importing your QBO file. THIS IS NORMAL and can be
i ignored. The image shown is a Intuit web branding feature and is for visual affect only.
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’
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Wells Fargo Bank 30,00
Account ending i =4359 1 weekis) ago
= Service provided by
in QuickBnoks aJran:mF; TED 3:2: ENDIN F-L.Lr: . F?Bmu
ACCH ENDING IN *~*4850 NDING SALANCE charking 2
chacking 2 50.00 - S
O' DO G OO WELLS FARGO
c Wells Fargo Bank $0.00 $ > $ -
g Account ending in 4859 1 weekiz) ago
E In QuickBooks
2 Checking 3000 1 transaction is waiting to be added to QuickBooks
v
E =
= CHLTL-CRED Learn how to manually downlead transachons
Bank of America - QB 50.00
WebConnect
Account ending in “NGH#Y 5 day(s) ago
In QuickBooks Manage your account Di i Feed:
cot £17.00 Isconnecting a reea:

Disable bank feeds

Hapuallyimpa islkenls If you need to disconnect a pre-existing bank feed, you can disable the bank account

Edit account setings by selecting the option “Disable bank feeds”




|]"|'|'| Account Type Bank - Mumber [

Seneral Bank Feed Settinas

Account Mame  checking 2 .
On the next window:

= Activate Online Services Click the second tab “Bank Feed Settings”

CONNECTION INFORMATION Select “Deactivate All Online Services”

Financial Institution Wells Fargo Banlk
This will only disconnect the bank connection for THIS
Account Customer 1D [DDDDDDDDD ] ACCOUNT. All other account connections will not be
affected.

Last Download: 05102016 (0 transactions) . . .
Now with the previous connection removed, you can

import your Ledgersync QBO file.

«| Statement Downloads

% Deactivate All Online Sernvices <:|

If vou deactivate all services, vou will have to set them up for this account again.

Account is inactive

S5ave & Close Cancel



02:2016 Universal Template File - QuickBooks Accountant Desk

Transactions List

' @ FinishLater B Rules

1 Transaction REW TO QUICKBOOKS

checking 2

Tell QuickBooks how to handle these bank transactions —

Al Te |Altypes |~ rrom [2/12/2016 @] 7o [2/1272016 | [ ShowBsnkvemo

m

"
#
5
o
t
o
=
7
>
=

Rev  DEP 211212016 Automatic Transfer from.. 24319 Seledt

In this example you can now see the 1 transaction that was pulled into QuickBooks, From this screen you can review all of your pending transactions and categorize them
before completing the import process.

Until you accept these transactions they will not appear in any register or on any reporting. If you recently imported transactions but do not see them in your bank register,
they are most likely still pending in this limbo area.

Please check all connected accounts to ensure you did not import them into the wrong account by accident.
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Ledgersync Support
Hello....Welcome to LedgerSync, we are here
to assit you if you have any questions...
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