⚠️ Important: Action Required before 5/1/2026
1. Download the final .QBO file from your bank
1. Log in to your bank’s website.
2. Go to transaction history.
3. Choose Export / Download.
4. Select:
· Format: Web Connect / QuickBooks (.QBO)
· Date range: From the last imported date through today
5. Save the file to your computer.
2. Import the Web Connect file into QuickBooks Online
1. In QBO, go to Transactions → Bank transactions.
2. Select the correct account.
3. Click Upload transactions.
4. Upload the .QBO file.
5. Confirm the account mapping (IMPORTANT: map it to the existing account, not a new one).
6. Click Continue → Upload.
3. Review and accept transactions
· Match, add, or exclude transactions as needed until the queue is clear.

⚠️ Important: Action Required on 5/6/2026
Reconnect Your Bank Account in QuickBooks Online
We are updating the connection used for online banking downloads in QuickBooks Online. To continue receiving transactions without interruption, you will need to disconnect and reconnect your bank account on our go‑live date – May 6, 2026.
This can be done all on the same day and will not affect your existing transactions or balances in QuickBooks.

WHEN TO DO THIS
Please complete the steps below on May 6, during one session in QuickBooks Online.
· Do not disconnect early
· Complete the disconnect after your final download
· Reconnect immediately

STEP 1: Disconnect Your Current Bank Connection
1. Log in to QuickBooks Online.
2. Select Transactions (or Banking) from the left‑hand menu.
3. Click on the bank account you need to update.
4. Click the pencil (✏️) icon in the upper‑right corner of the account tile.
5. Select Edit account info.
6. Check the box next to Disconnect this account on save.
7. Click Save and Close.
8. Repeat these steps for any additional accounts connected to our bank.
STEP 2: Reconnect Your Bank Account
Important: When prompted, always connect the downloaded file to your existing account.
Do NOT choose “Add new account.”
Option A: Upload a Web Connect File (Most Common)
1. Sign in to your online banking website.
2. Download a Web Connect file (.QBO or .QFX) using a date range that starts after your last downloaded transaction.
3. Return to QuickBooks Online.
4. Go to Transactions → Banking.
5. Click Upload transactions (File Upload).
6. Select the Web Connect file you downloaded.
7. When prompted, choose the existing bank account from the dropdown.
8. Click Next, then Let’s go!
Option B: Connect via Search (If Prompted)
· If QuickBooks prompts you to search for your bank, select the bank under the new connection and sign in using your online banking credentials.
· Confirm the correct account mapping before completing the connection.

STEP 3: Review Your Transactions
1. Go to the For Review tab in the Banking section.
2. Review, match, or add transactions as usual.
3. Watch for possible duplicates and exclude any that already exist.

You’re Done!
Once these steps are complete:
· Your bank account will be reconnected successfully
· Future transactions will download as normal
· Your historical data will remain unchanged

⚠️ Helpful Tips for Disconnecting/Reconnecting
· Complete steps in one session on go‑live day
· Do not select “Add New Account” unless instructed
· If you manage multiple accounts, repeat the steps for each one

If you run into issues or see duplicates, QuickBooks Support can help — or contact us for additional guidance.
Thank you for completing this quick update to keep your QuickBooks connection running smoothly.

