Downloading American Express Charges into QuickBooks

One big advantage to using QuickBooks is that if you have a “typical” credit card instead of typing into
QuickBooks what you charged you can ask the credit card companies to place the data for you right into
your American Express register inside of QuickBooks.

It has one HUGE advantage and that is it saves tons of time and is easily more accurate than the way
most people pay their credit cards.

This instruction sheet is specific to American Express because they have changed their method for
downloading. If you can’t download from Americanexpress.com this will show you how to fix it (90% of
the time) and if you want to START this will show you as well.

The Way

There are two ways to get any credit card company to place what you charged last week into
QuickBooks. Below is a picture of WHAT WAS American Express’s preferred method to download into
QuickBooks. Go to their website, click on accounts and download.

American Express has a security breach a few weeks ago and they have ceased allowing people to
download this way for 1-2 months which is below Picture “A”.

(I spoke to the department in charge of this).

They for the moment want you to do it directly inside of QuickBooks alone by clicking on “Bank Feeds,
bring up picture #2 below and click “Send/Receive”. Picture way below #B.

This instruction sheet today, August 6, 2019 is to show you how to “undo” the old way and download
the new way.

They told me today in a month they should have it fixed and we all will be able to download either way-
from website into QuickBooks or directly from QuickBooks!

IMPORTANT: | have helped many jewelers last week and this new way worked PERFECTLY, | tried it
myself this morning, worked but said “You have no new transactions”. Not true-1 have 12. | called
them back and was told:

“Sorry sir, we found some people won’t be able to do it either way until we fix it. So, some people can
download into QuickBooks and some will have to wait until we fix the whole thing. Sir, you are soooo
special!”

Oh well. But here’s the instructions. When | find out it works for everyone, I'll email out, try it and if it
works, wonderful. If not, welcome to my very special club.

©
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1. Itused to be that you’d go to their website, log in, open your account activity and click on a
button DOWNLOAD, pick a date range and the card company will send a “packet” of your
charges and payments that gets downloaded and opened into QuickBooks.

Picture “A”

Select Transactions
Current View

All Transactions

Communications $103.91

Download Bank Data for account: American Express Centurian Bank send/Receive

Edit

Delete

@ Items Received From Financial Institution
American Express Centurian Bank online balance. (50.00 a.

| View I

Delete

3. Now they require you to NOT go to their website but to just open in QuickBooks on the icon bar
(Or “banking” top menu) Bank Feed and download from inside of QuickBooks and never go to
the internet. This is actually easier.

Allow to explain the difference between just downloading from inside of QuickBooks or going to a
website.

I’'m a QuickBooks Pro adviser and afternoons | spend my time helping jewelers work with QuickBooks
and 90% of the time every has The Edge POS and | help stores link them together.

Years ago, almost all credit card companies made it easy to stay in QuickBooks, open Bank Feeds and
just hit the “Send/Receive button and Voila, the download is there while you drink coffee.
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Picture “B”

Contact Info

account American Express Centurian Bank

Send/Receive

Edit

Delete

Then almost all of them changed and said you have to go to our website and download that way, “we
won’t allow you to do the download inside of QuickBooks”. Why?

| asked one of the card companies years ago. If you request QuickBooks to download for YOU and never
go to the web QuickBooks is actually going into the card company’s SERVER to get the info. That’'s what
hackers do! You could hack if had enough knowledge.

By going to the website and downloading that’s really nothing more than request a report that | can
push into QuickBooks. Along the line of just asking to download your pdf file statement.

Last week American Express changed to doing the download inside of QuickBooks. | called them and
they had a data breach last week and changed the rules (nothing was taken-thankfully).

I’'m surprised they went this route rather than just fixing the problem but sé la vie.

If | helped you setup American Express download or would like to start, here’s how.

First, | will start with assuming you have been going to the AmericanExpress.com site and downloading.
It saves a file at the bottom of the browser, you click and open it and then you see the box just Picture
“B” above and you did your work. Now you just START with that box above, don’t go to the website
anymore.

To start we must do these procedures, which | will give you detailed pictures:

1. If your QuickBooks at the very top says “Multi-User” you must make it Single User. If it doesn’t
say now “Multi User” then you are already in Single User Mode. Great!

2. To make Single User, others must be out of QuickBooks if you have multiple copies. Go to very
top left FILE. Half way down choose “Switch To Single User Mode”. Will take a moment and
will say “you’re in Single User Mode.

3. Now go to chart of accounts in QuickBooks, edit the account and on the “Bank Feed Settings”
tab and bottom left click on “Deactivate All Online Services”. You'll get a box warning you of
something, just click OK. Click OK and close this screen.

4. You must now exit QuickBooks.
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5. Then open QuickBooks again.

6. Go to very top menu, choose Banking and 9™ down choose “Bank Feeds”, to the right choose
“Bank Feed for an account.”

7. Inthe new window type “American Express”. In blue below will say “American Express”, click on
it. A moment later another window pops up with two boxes.

8. There will be a place to type your American Express username (how to log in on the web to your
account) and your password for the site. Enter both and click OK.

9. A new window will show your American Express account(s) and last 4 digits. To the right will be
a down arrow.

10. Here you will have a list of debt, your credit cards should be listed near the top of this list. Click
on the appropriate account and this joins your American Express account on the web to your
accounts in QuickBooks. Click “CLOSE”.

11. Now go to your icon bar or top Banking menu, choose “Bank Feeds’, upper left chose your
American Express account and on right click “Send/Receive”. You’ll now stay inside of
QuickBooks, see a window with a green bar downloading and then BAM! There's the box you've
seen for years. Click “View” and start adding your charges into QuickBooks as you have been
doing.

It's really pretty simple to get this done.
Three Notes:

1. These instructions from very first are for those people who have been downloading Amex
charges directly from the web.

2. If you have been downloading inside of QuickBooks like | have now shown you and gotten error
messages anyway (helped someone today with that) fixing it is to follow these instructions
which is to do number 1 above and reset it up and it will now work.

3. If you have NEVER downloaded from American Express and want to start just start with
instructions #4 above and you’re off and running.

People who have been downloading know what to do once you have downloaded. If you’ve never
downloaded your American Express Card EVER, once setup way down below | will give a “mini course”
on how to get and teach QuickBooks to enter what you have downloaded.

Here are pictures of how to do numbers 1 thru 9 above.
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#1 If in multi user, change to Single User

JewelerProfit, Inc. - QuickBooks Accountant Desktop 2019(multi-user)(Admin)

Jdloyees Banking Reports Window Help .,
B | mm & ¢ . ra 1

#2 Go to chart of Accounts (shortcut=Control+A)

+ 2030 - Business Platinum AMX Card 07 Credit Card 0.00
+ 2035 - American Express Centurian Bank redit Card 3,500.98
+ 2040 - Citi Card 1,400.00

+ 2045 - Micro Center-Wells Fargo Credit Carg 0.00

Lightening bolt shows that this Amex card is connected to AmericanExpress.com

Right click and choose EDIT Account. Click on the Bank Feed Settings tab. At the bottom left click round dot
“Deactivate all online services”.

#3 Deactivate your previous online service. This will not delete anything if you have not already
entered previous downloads

Edit Account

[ITT| AccountIype  CreditCard - Mumber |2035

! General I Bank Feed Settings I

Account Mame American Express Centurian Bank
® Activate Online Senvices

CONNECTION INFORMATION
) Financial Institution ~ American Express ¥ :
) [\\ccounICustomerlD FrmmrE——— | Qu,ckﬂwks

Last Download: 07/29/2019 (0 transactions)

v Statement Downloads

W =

This is your user name for
AmericanExpress.com. Leave it

- W W

I’i‘ Deactivate All Online Senvices:

If you deactivate all service

ou Will have to setthe

Click Deactivate, then clcik "Save & Close"

Accountis inactive | Save & Close | Cancel
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#6 On very top list of things you can open, click on BANKING and 9%
down the list choose “Bank Feeds” and next choose “Bank Feed For An

Account”. Will then take about 15 seconds for the new window to come up,

see #7 below this.

Noyees PEEGLGGN Reports Window Help

Write Checks Crl+\W T [ o]
sfer Fungy  Order Checks & Envelopes * 3 | Pdinvoice | P&LYTD P&L Year Compare

Enter Credit Card Charges
Use Reqgister Ctrl+R

Make Deposits
Make Merchant Service Deposits
Transfer Funds

Reconcile
Bank Feeds ! BankFeeds Center

Loan Manager Set Up Bank Feed for :

Participating Financial Institutions
Other Names List Acquire Exclusive Use

R N g =1}

#7 Type American express and click on the blue line that came up

Step 1: Find your bank

Enter your bank's name

|american express| IE”
Examples: Bank of America, Cifibank, American Express.

Most Common

&= | cockon e name

Matching Results




Downloading American Express Charges into QuickBooks

#8 Then this box comes up, type in the user ID and Passowrd you use to goto
AmericanExpress.com and click “Connect”

Step 2: Connect American Express to

FIND

QuickBooks

No fees apply.

‘Want more options? Use Advanced Setup.

User ID For your account

my user id from amex|

Password  For your account

Service provided by
hitps:ffvww.amerncanexpress.com
1-800-297-7500

Use your American Express user D
and password o sign in here.

How does QuickBooks protect my financial information?

#9 & 10this window opens up showing you ALL of the American Express cards online for you. |
personally have two for business (I placed red arrows next to themO0 and two personal. We are not
mapping the personal ones; they are not for business.

Click the down arrow next to the account to map and you'll see a list of credit card accounts and
other liability accounts. Click and chose the appropriate American express account that is in

QuickBooks.

Step 3: Link your accounts

YOUR BANK AGCOUNTS

Credit Card-372827592481010 (XOO000000OGKK 1010)
“ Credit Card-371274385401007 (XOO0O00000OGKK 1007)
ﬂ Credit Card-372528945531002 (XXO000000GKK 1002)

Credit Card-373754639611012 (OOCOO0OONX 1012)

Service provided by
hitps:/fsww amencanexpress.com
1-500-297-7500

FIND CONNECT LINK D«
QUICKBOOKS ACCOUNTS
Select existing or create new -
[2020 - Business Platinum AMX Card 07 | = |w
1020 - Missed Payments from Customers - Bank -

2030 - Business Platinum AMX Card 07 - Credit Card

2035 - American Express Cenfurian Bank - Credit Card
2040 - Citi Card - Credit Card

2045 - Micro Center-Wells Fargo - Credit Card

2050 - Capitol One DSG - Credit Card

2060 - Best Buy (see desc) - Credit Card

2065 - Dell Computer - Credit Card

2075 - Chase - Credit Card

2080 - Fidelity FIA Card-6676 - Credit Card

2090 - PayPal-5058 - Credit Card

2100 - PAYROLL LIABILITIES - Other Current Liability
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#10 Once you've chosen the Amex accounts click “Connect”. We are 95% done for downloading.

Step 3: Link your accounts

FIND COMNECT LINK DOME

YOUR BANK ACCOUNTS QUICKBOOKS ACCOUNTS
Credit Card-372827592481010 (XCO00000XX 1010) Select existing or create new -
Credit Card-371274385401007 (XOO0000CXX 1007) 2030 - Business Platinum AMX Card 07 - «
Credit Card-372528945531002 (XOO00000XX 1002) 2035 - American Express Centurian Bank ~
Credit Card-373754639611012 (O00000XXXXX 1012) Select existing or create new -

Service provided by

I amencanexpress.com
1-800-297-7500
Back Connect

If you go back to your chart of accounts and look at the Amex cards you'll see lightening bolts.

That means they are now connected to Amex and you are ready to ask American express to
download for you into QuickBooks

+1610 - Leasehold Improvements Fixed Asset 4248 32
+ 2000 - Accounts Payable Accounts Payable 0.00
+ 2030 - Business Platinum AMX Card 07 & Credit Card 0.00
+ 2035 - American Express Centurian Bank & Credit Card 3560008
+ 2040 - Citi Card Credit Card 1,400.00
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#11 Now go to your icon bar or top Banking menu, choose “Bank Feeds’, upper left chose your
American Express account and on right click “Send/Receive”. You’ll now stay inside of QuickBooks,, see a
window with a green bar downloading and then BAM! There’s the box you’ve seen for years. Click “View”
and start adding your charges into QuickBooks as you have been doing.
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You'll start here. Click “Send/Receive” and it will start downloading without going to the internet.

Bank Feeds

Financial Institution ¥
American Express - Q",Ckswks

Click here to start
Items To Send
|.7 Download Bank Data for account: American Express Centurian Bank Send/Receive

4 Download Bank Data for account: Business Platinum AMX Card 07

Edit

Delete

@ Items Received From Financial Institution

=z|American Express Centurian Bank online balance. (55,503.... Payment Info
Elusiness Platinum AMX Card 07 online balance. ($0.00 as..

View

Balance | owed last time | downloaded
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#11 continued

Bank Feeds

Financial Institution [
American Express - Q",ckBOOks

Items To Send
|7 Download Bank Data for account: American Express Centurian Bank

< Download Bank Data for account: Business Platinum AMX Card 07

This password box pops up. Type in your
American Express password (the one for their
website) and click OK

assword [--------------4]

As you download this small window shows the progress.

Sending Online Instructions...

99 %

TR SR L
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This is what we see when we first open up with View. The top green area is our
Amex credit card register in QuickBooks and the bottom is what is presented to us
by American express, The same data as on the statement when it arrives.

Notice some say “Matched”. These are charges you entered by hand into the
Amex account in QuickBooks. Your payments to American Express have to be
entered by you in advance on a timely basis. A MUST!

£L8 Match Transactions = =]
. ==
2 Goto.. | % Print.. | [ Edit Transaction 1] QuickReport This box shows us we have
Register [7] Show Register 7] 1ine Account: 2035 - American Express Centurian downloaded 19 transactions. 3 of
o = = which we entered in QB and the
Type Account Memg download has seen them and
01/13/2015 American Express 33,99 ~
ok — ks Results of Automatic Transaction Matching matched them. 16 have to be
01/15/2015 . R K entered by us. 2504
= This top part is the credit card _
A L N L B || 40 Automatically matched transactions: 3 h
oyzof01s  [sa0s | register inside of QuickBooks L 1 1,000.00 7,343.99
CHE = Unmatched transactions: 16
PTG — Click "dd Multiple...” to add multiple transactions to the register. 7 o5 P
cHk 1005 - Bank of America-Checking 4013 ’
02/15/2015 Techsmith 9.95 6,652.93
cC 6137 - Software
02/28/2015 [E I |
}— - | I~
( Record ][ Restore ] Ending Balance  -6,652.93

Downloaded Transactions Show Matched

Asof 02/28/2015

Balance = §9,303.37

Sort Statement By | pate
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us. [ts the same information that will I
be on the statement. I

Status Date Check #  Payee Charge Payment

Unmatched 12/23/2014 SPRINT WIRELESS ~ 800-639-611 B51.89 -

Unmatched 12/25/2014 CTC*CONSTANTCONTACT.855-229-5506 80.00

Unmatched 01/10/2015 LYNDA.COM, INC, _838-335-063 25.00

Matched - 10:50AM 01/13/2015 ONLINE PAYMENT - THANK YOU 650,00

Unmatched 01/15/2015 PAYPAL *DAYTRADERSA 4029357733 183.00

Unmatched 01/16/2015 WWW.LOGMEIN.COM  888-326-264 75.00|

Matched - 10:504M 01/19/2015 TECHSMITH CORPORATIOOKEMOS 9.95]

Unmatched 01/22/2015 Travel Insurance PolRichmond 22.75]

Unmatched 01/22/2015 DELTA AIR LINES  ATLANTA 257.20

Unmatched 01/24/2015 PRINTPLACE COM 0577 ARLINGTON 231,69

Unmatched 01/25/2015 CTC*CONSTANTCONTACT.855-229-5506 80.00

Unmatched 01/26/2015 GODADDY.COM {480)505-88 135.76

Unmatched 01/27/2015 DELTA AIR LINES ~ ATLANTA The bottom part are the 296.20)

Unmatched 01/27/2015 DELTA AIR LINES ~ ATLANTA . . 28.20]

Unmatched D2/04/2015 VWW.LOGMEIN.COM _ 888-326-264 transactions since the last download 29.00 -
addOne toRegeter | [ adamutge.. | | Match I Unmatch that American Express has shown to
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Then you start working on the “Unmatched” one. Click on one of them on bottom of screen and click
“add one to register’.

= Goto.. | @ Print.. | [ EdR Transaction |T] QuickReport I
: Register ] I Show Register] [ 1-Line Account: 2010 - US Airways Mastsrcard '
] Dats Rt Payes Charge JF Payiment Balanics

] Type Accourt | Memo

07i08f2010 .l Foaf Payes ll (Charge Payment

] ccount = Mes

The bottom of the screen are charges you
have not entered as of yet by hand.

Click on ONE unmatched one in the bottom
screen, very bottom click on "Add One To

Record | Restore

Regsiter” and if you have put it in before it will

¢f Downloaded Transactions | ¥ show Matched automatically add it to the top screen, which is
= asof 07/08/2010 Balance = $10,783.440  Your quickBooks Amex account. Then click
"Record" on far left
Status | ats | check# Payes
1 {unmatched 06/04/2010 PANDORA [ ;
1 |unmatched 0s/08)2010 VENETIANPALAZZO F DSK ;
1 Junmatched 0 foaf2010 Payment Recerved :
1 [unmatched 06/ 14/2010 TAHOE JEWELRY :
4 Unimiatched 06/ 142010 DELTA  DDETEIT4Z0F300 :
1 [Unmatched 06/14/2010 EXPEDIA® 132465123731 1
{|unmatched  |os1sfz010 LIGHTEULEDIRECT.COM IN ;
o [Unmatched (0&f21 2010 PANDORA :
add one toRegster | AddMkige... | O
B e T—— O

More than like it won’t know the vendor name, which American express received from the credit card
machine who charged you!
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Notice that QuickBooks didn’t recognize “Shell Oil” and I've bought lots of gas from them with my
American Express card. Notice in the blue circle American Express sees a long name “Shell Oil 57430....”

The number is a transaction number making up Their vendor Name.

You don’t want to Quick Add that, you’ll have a gazillion of these names. Click on “Create Alias” and when
THAT box comes up, choose from that list “Shell Qil” and if in there, choose it. If not “Quick Add” there

Date Ref | Payee ‘ Charge ‘ Vi Payment galance
Type Account g —— -~

06/02/2010  |jonlne | American Express ~| Name Not Found . | 188130
CHK 1005 * Bank of Amenica-Checking 4013 '

06/10/2010 Sherri's Berries { roblem 1,941.35
cC 6401 - Office Supplies & I_\ QUiCkEGoks does not recognize the payee "SHELL OIL

07/10/2010 online American Express $754301610THOMASVILLE", Either the payee exists but goes not match the 1,041.28
CHK 1005 * Bank of Amenica-Chacking 4013 ; Sorzz;noenlrbv ?unckﬂooks (see solution 2.) O, the e does not exist

[07/1372010 [B] -1 Shern's Bernes : _ﬂ‘
cc 6401 - Office Supplies >[4 Solution

07/22/2010 Shern's Bernas 2} To avoid having mulbple names for the same payee, dick Create Alias to Lng_n‘(;
c $401 * Office Supplies | assaoate the downloaded payee name with an existing payee name.

b} Click Quick Add to create a new payee name without detail. Or, dick Set

W @ new payee name with detail, \/
Record resore | n/ Nl | | -1,347.6

Downloaded Transactions |V Show Matched

Asof 07/25/2010 Balonce = §1,571.73 Sort Statement By pare -

Status Date Chec... Payee Charge Payment
Matched - 1:37PM 07/10/2010 ONLIKE PAYMENT - THANK YOU 900,0
Unmatched 07/10/20£0 LOCUST GROVE 8P 4220LOCUST GROVE 22.60)
Unmetched e [07/10/2010 SHELL OLL 57543016107 HOMASVILLE _ 25.00)
Matched - 1:42FM 07/13/2010 SHARIS *BERRIES ~ 877-237-7437 384
Matched - 1:46PH 07/22/2010 SHARIS *BERRIES ~ 877-237-7437 38.47)
Matched - 1:46FM 07/23/2010 DELTA AIRLINES ~ ATLANTA 220.40)
\J/
L Add One to Register ] Add Multiple... Magch Unmatch
Done
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Looks like this:

[07/10/2010 [@ Shell il v [25.00 £ 1,966.35|
| 6351 ' Auto Rental & Gas hd |0142034 AUTO FUEL DISPENSER373754639611. . I
1
Downloaded Transactions \ || Show Matched
Asof 07/25/2010 Balance = §1,571.73 Sort Statement By | pate v

o

Status Date Chec... Payee Charge Payment
Matched - 1:37PM 07/10/2010 ONLINE PAYMENT - THANK YOU 900,07
Unmatched 07/10/2010 LOCUST GROVE BP 4220L0CUST GROVE 22.60
|07/10/2010 [SHELL DIL 5754301610 THOMASVILLE
Matched - 1:42PM 07/13/2010 SHARIS “BERRIES ~ 877-237-7437 38.47]
Matched - 1:46PM 07/22/2010 SHARIS *BERRIES ~ 877-237-7437 38.47
Matched - 1:46PM 07/23(2010 DELTAAIR LINES ~ ATLANTA 220.4(

This is your goal, to have all matched because they were entered. Saves time. Click DONE and you're
finished.

DBovenloaded Transactions V| Shave Matched

asof 07/25/2010 Balance = §1,571.73 Sort Stotament By pate -

ol

Status Date Chec... Payee Charge
Matched - 1:37PM 07710/2010 ONLINE PAYMENT - THANK YOU a00.07
Matched - 1:53FM 0771072020 LOCUST GROVE BP 4Z20L0CUST GROVE 23,601
Matched - 1:49PM 07710/2010 SHELL OIL 57543016 10T HOMASVILLE 25,001
Matched - 1:42PM 03/13/2000 SHARIS “BERRIES  877-237-7437 38,47
takched - 1:46PM 0772272000 SHARIS “BERRIES  877-237-7437 38,47
| Matched 037232000 DELTA AIR LINES ~ ATLANTA 220,40

If you need help just let me know. When Amex has the big fix done I'll email it out to everyone.

David Geller || david@Jewelerpropfit.com || (404)255-9565
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