
Quick Guide for Syncing Online Banking Transactions Manually
In this guide we hope to provide you a comprehensive set of instructions for 
manually syncing SCCU Online Banking transactions to Intuit Quickbooks.

STEP
1 Log into Online Banking

To access your account, 
visit SCCU.com and click
‘Log In|Enroll’ at the top right 
corner of the screen. Enter your 
username and password, and 
then click ‘Sign In.’

STEP
2

From The Home Dashboard 
After logging in, select the 
‘Accounts’ tab to view your 
account details.

STEP
3

Downloading the CSV File
Once you’ve clicked on the 
‘Accounts’ tab, select the     
button to the right of the 
account deposits summary. 
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STEP
4

Posted Transaction History
After selecting an account, your 
transaction history will appear 
under the ‘Posted Transactions’ 
section.

STEP
5

Download Your History 
To download Transaction 
History data for a specific 
period, click the Export Trans-
action icon.

STEP
6

Ensuring Correct File Type
In the new tab that opens, input 
your desired From and To dates 
for the transaction history you 
wish to download and select the 
CSV button to download the file 
in CSV format.

 

 

 

 

 

 

 

Click on this icon to 
navigate to Transaction 

History Tab

Click on ‘CSV’ to download the 
Comma Separated Value 

format report.

Once you click ‘CSV’ the file will be downloaded to your PC and 
saved in the ‘Downloads’ folder.
After you’ve located the file, next steps will take place in the Quickbooks app.
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Sync Your Online Banking Transactions in Quickbooks
Now that you have your transactions file downloaded, we’re going to move on to 
configuring that file in the Intuit Quickbooks app.

STEP
7 Log into Quickbooks

Open the INTUIT login page at 
ACCOUNTS.INTUIT.COM and 
enter your username and 
password.

Note: Based on your settings, you 
may have to provide multi-factor 
authentication.

STEP
8

From The Home Dashboard 
Before proceeding, click on 
‘Transactions’ in the left vertical 
pane, and then select ‘Bank 
Transactions’ from that tab.

STEP
9

Bank Transactions Window
In the Bank Transactions window, 
click on the ‘Link Accounts’ 
button at the right side of your 
screen, and choose ‘Upload from 
File’ from the dropdown menu. 

 
 
 

 

 

 

 



STEP
10

Import Transactions Page
On the ‘Import Bank Transactions’ 
page, either drag and drop your 
CSV file or click ‘Select Files’ to 
upload the CSV file from your 
computer.

STEP
11

File Upload
Once you’ve selected the file, 
click ‘Open’ to upload it into 
Quickbooks. Then select 
‘Continue’ to proceed with the 
process.

STEP
12 Choosing the Accounts

From the QuickBooks Account 
dropdown, click ‘Add New’ to 
create a new account for storing 
the uploaded bank files, or 
select an existing account. A 
pop-up window will appear 
where you can enter details for 
the new account. Click ‘Save’ 
and ‘Close.’
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STEP
13

Select Your New Account
Once you’ve filled in all of the 
details, select the newly-created 
account from the dropdown 
menu (if applicable).

Choosing the Date Format
Make sure to select the correct 
date format that matches what 
is used in the CSV file. For 
exports from SCCU’s Online 
Banking, it should be 
MM/DD/YYYY for transactions 
by default.

STEP
15

Mapping Descriptions
In the ‘Description’ section, map 
the transactions by selecting 
‘Column 9 - Memo’ from the 
dropdown.
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STEP
14



STEP
16

Review Your Upload
Look over the uploaded 
transactions, select either one or 
all of them for import, and then 
click ‘Continue’ to proceed.

STEP
17

Completing the Upload
You’ll get a pop-up that asks you 
to confirm the import. Click ‘Yes’ 
and wait for the import process 
to run. Once completed, click 
‘Done’ and you’re all set!

 

 

 

 

 

 

And that’s it!
For the time being, you’ll need to export the CSV from Online Banking and upload 
it in to the Quickbooks app every time you want to sync the data, until we are able 
to configure a complete integration. Rest assured, we’re working on it with our 
business Members in mind!
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