
QuickBooks for Windows Instructions 

Task 1: To activate Your Account(s) in the Online Banking Platform 

1. Log in to Pen Air Online Banking and download your QuickBooks Web Connect file.

2. Click File > Utilities > Import > Web Connect Files.

IMPORTANT: Take note of the date you last had a successful connection. If you have overlapping 
dates in the web-connect process, you may end up with duplicate transactions. 

3. If prompted for connectivity type, select Web Connect.

4. Click the Import new transactions now radio button, then click OK.

NOTE: If you previously removed the check from the “Always give me the option of saving to a 
file...” option, then this dialog will not display. 

5. In the Select Bank Account dialog, click Use an existing QuickBooks account.

6. In the corresponding drop-down list, select your QuickBooks account, and click Continue.

7. Confirm the prompt by clicking OK.

8. Repeat steps 1 - 7 for each account that you wish to add to Online Banking.

IMPORTANT: Verify that all transactions downloaded successfully into your account registers. 

Task 2: Enable Express Mode (if necessary) 

NOTE: If you prefer Classic Mode (Register Mode), you are finished with your conversion. If you use 
Express Mode for online banking, you may now re-enable the mode. 

For instructions to enable Express Mode, choose Help > QuickBooks Help. Search for Banking Feed Modes, then 
select Bank Feed Modes overview, and follow the instructions. 



Institutions prior to receiving your accounts. 
You may be presented with a security question from your Financial NOTE: 

IMPORTANT: Do NOT select Add to Quicken unless you intend to add a new 
account to Quicken. If you are presented with accounts you do not want to track 
in this data file, select Ignore – Don’t Download into Quicken. 

Quicken for Windows Instructions 
Task 1: To activate Your Accounts in the Online Banking Platform. 

1. Choose Tools menu > Account List.

2. Click the Edit button of the account you want to activate.

3. In the Account Details dialog, click on the Online Services tab.

4. Click Set up Now.

5. Use Advanced Setup to activate your account.

6. Enter Pen Air Credit Union and click Next.

7. If presented with the Select Connection Method screen, select Express Web Connect.

8. Enter your User ID and Password. Click Connect.

9. Ensure you associate the account to the appropriate account already listed in Quicken. You will
want to select Link to an existing account and select the matching accounts in the drop-down
menu.

10. After all accounts have been matched, click Next. You will receive confirmation that your
accounts have been added.

11. Click Done or Finish.


