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Launch the QuickBooks Online Application 

 

Launch the QuickBooks Online Application 

 

 

 

 

 

 

 

 

 

 

 

User Connection Verification 
 

 

 

 

 

 

 

 

 

 

 

Support 

To access the QuickBooks 

Online feature, log in to your 

iCheckGateway.com account 

and select QBO 

For the first time use of the QuickBooks Online 
feature, the User Connection with QBO must be 
verified before other options will become 
available.  Once verified, this process will need to 
be repeated every 30 days. Click Connect to QBO. 

All other buttons are disabled until an 

active connection to the QBO account has 

been obtained. 
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Sign In to your QuickBooks Online Account 

iCheckGateway.com will be able to access 

your QuickBooks data, but will not be able 

to see your Intuit account password. 

You will be redirected to the QuickBooks Online website. 

Click Authorize 
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General Instructions 
 

QuickBooks is always considered the master.  Any changes to customers or invoices need to be updated 

within QuickBooks first and then synced to iCheckGateway.com.  In general, follow these steps in this 

order: 

   

Sync 
Customers

Sync 
Invoices

Sync 
Payments

Confirmation of verification 

Once verified, all buttons are 

activated. 

You now have the ability to Sync 

Customers, Sync Invoices, and 

Sync Payments. 

Once connected, you will be 

redirected back to your 

iCheckGateway.com online 

terminal 
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Sync Customers 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Support 

Customer information is 

either added or updated – 

not duplicated 

Customers that are created in QBO will be 

synced to iCheckGateway.com and will be listed 

under the Customers Tab. 
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Sync Invoices 
 

NOTE:  Be sure to Sync Customers before you Sync Invoices 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Support 

To Sync Invoices created in QBO, 

first select Date Range and then 

click Sync Invoices. 
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The invoices that 

were created in 

QBO are 

automatically 

sorted by Payment 

Status under the 

Invoices tab in 

your online 

terminal.  
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Sync Payments 
 

Payments that are processed through iCheckGateway.com can be imported into QuickBooks Online 

regardless of how the payments are entered (i.e. swiped/keyed into the Online Terminal, online 

payments via website, online payments via email invoicing, Interactive Voice Response (IVR), etc.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Support 

After processing 

payments, select the 

Date Range and click 

Sync Payments 

Payments will not be 

duplicated if the Sync 

Payments button is 

clicked more than once. 
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To Process a Payment – Customer Tab: 
 

NOTE:  Be sure to Sync Customers before processing a payment. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To process a payment, go to the 

Customer Tab and Search for the 

customer.  Click on Select to view the 

Customer Details. 

Enter the New Transaction 

Amount and the Invoice Number, 

if needed. 

The Customer Number has been 

assigned to the customer by 

QuickBooks Online. 

The Customer Number and/or the 

Invoice Number are used to 

update the customer information 

in QuickBooks Online. 

Click Process Card or Process 

Check for a one-time payment. 
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Once processed, a 

confirmation # will 

be generated. 

After Sync Payments has been 

completed, the payment will be 

applied to the customer’s account 

in QBO. 

The confirmation # will be included 

with the payment information. 
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To Process a Payment – Invoice Tab: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To process a 

payment on an 

invoice, click the 

Invoices tab and 

then click Select 

next to the 

customer 

Click Process Payment 
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Change payment amount if it is a partial payment 

Invoice number is auto-populated 

Enter either credit 

card or bank 

account 

information and 

click Process Card 

or Process Check 
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Once processed, a 

confirmation # will 

be generated. 

A receipt will be emailed 

to the customer.  The 

Confirmation # and the 

Invoice # are included. 

The transaction will also be listed 

under the View Today tab 
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Payment is 

posted and 

invoice is marked 

Paid 
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Recurring Payments 
 

Step 1 – Make sure that Automatically Apply Credits has been Enabled in QBO 
 

Gear > Account and Settings > Advanced > Automatically apply credits 

 

 

Once automatically apply credits has been enabled in QBO, follow these basic steps for recurring 

payments: 

 

Support 

Recurring 
Payment

Import 
Payment

Recurring 
Invoice
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Step 2 – Recurring Payments in iCheckGateway.com 
 

 

 

 

 

 

To setup a recurring payment in the Online Terminal, 

go to the Customer Tab and Search for the customer.  

Click on Select to view the Customer Details. 

Click Setup Recurring 
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Enter the Start Date, 

the Schedule, the 

Term, and the 

Amount, then click 

Continue. 

Choose the payment method and then 

click Process Card or Process Check 

Since there won’t be an Invoice Number 

for the recurring payments, be sure to 

keep the QBO assigned Customer 

Number so that payments can be 

applied to the correct customer 

account in QBO. 
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Step 3 – Import Payments 
 

 

 

 

 

 

The recurring payment will be listed under the 

Recurring Tab.  The payment will process 

according to the Next Bill date. 

  Be sure to import the recurring payments 

into QBO before generating the recurring 

invoice in QBO. 

After the recurring payments have 

processed, import the payments into 

QBO by clicking Sync Payments 
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Step 4 – Recurring Invoices in QBO 
 

 

 

Payments will be posted to the 

customer accounts in QBO. 

  Be sure to import the recurring payments into QBO 

before generating the recurring invoice in QBO. 

Create Recurring Invoices in QBO.  The recurring invoices 

should be generated after the recurring payments have 

processed and have been imported into QBO. 

For example, if the recurring payments process on the 1st 

day of each month, then the recurring invoices can be set 

for the 2nd day of each month (or after the payments have 

been imported). 
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The credit will be automatically applied 

to the invoice. 


