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System Requirements

Minimum Hardware Requirements:
e 1.0 GHz Pentium 4 or faster processor
e 512 MB RAM
¢ 100 MB hard disc space
o Video card & monitor supporting 1024x768 resolution

Recommended Hardware Requirements:-

2.0 GHz Dual Core processor

2 GB RAM

1 GB hard disc space

Active Internet Connection (for update notifications)
Video card & monitor supporting 1280x1024 resolution

Software Requirements:
¢ Windows XP SP1, Windows Server 2003 SP1, Windows Vista, Windows
Server 2008, Windows 7
e Microsoft .NET Framework 3.5
e Microsoft Windows Installer 3.1
e QuickBooks 2007, 2008, and/or 2009 US versions
o Not compatible with Simple Start editions

Installation media contains the following products:
e Microsoft .NET Framework 3.5 SP1

Microsoft C Runtime Library 7.1

Microsoft C++ Runtime Library 7.1

Microsoft Visual C++ 8.0 ATL, CRT, MFC

Microsoft MSXML 4.0

Intuit QuickBooks SDK 7.0
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Office Tools Pro
Sticky Note
Although not required, using the recommended hardware will result in a large performance gain over that of the minimum requirements.


Basic Setup - Connecting to QuickBooks
QuickBooks - Application Cemﬁcat-’"_'“u

An application is requesting access to the following QuickBooks
company file:

Connection Test
Access may indude reading and medifying QuickBooks data as well as
enhancing the QuickBooks user interface.
The Application Calls Itself
Office Tools Professional

Certificate Information
Description:  vshost32.exe
Developer:  Microsoft Corporation
Developer identity has been verified by:
Microsoft Code Signing PCA

QuickBooks Solutions Marketplace
Search for information about this application at the

7 QuickBooks Solutions Marketplace

Do you want to allow this application to read and modify this company file?
) No

(7} Yes, prompt each time

() ‘Yes, whenever this QuickBooks company file is open

B Allow this application to access personal data such as Sodal Security Mumbers and
customer credit card information. Tell me more

[ Continue... ] [ Cancel ] [ Help ]

Before the Office Tools <-> QuickBooks Integration becomes functional, it must
first receive an Application Certificate from the QuickBooks company file it is
going to interact with. To obtain this Application Certificate, make sure you are
logged into QuickBooks as the Administrator in Single User mode. Once you are
successfully logged in, open the Office Tools <-> QuickBooks Integration. After a
short 'Loading' screen, QuickBooks will present a form to grant an Application
Certificate to the Office Tools <-> QuickBooks Integration. Please make sure the
field titled 'The Application Calls Itself' says 'Office Tools Professional’ then
select the option 'Yes, always; allow access even if QuickBooks is not running’,
then click 'Continue...". You will be prompted with another small form confirming
the Application Certificate. Once approved, you will be able to begin configuring
the Office Tools <-> QuickBooks Integration for its first use.

If you receive an error message (shown below), please confirm that you are
using a compatible version of QuickBooks and have a valid QuickBooks company
file open, logged in as Administrator in Single User mode. If you are still unable to
connect to your company file, please contact the Office Tools Professional
technical support at (661) 951-9900 for assistance.

QB Connection Failed. - [

’ﬁ‘) Office Tools Integrator was unable to connect to QuickBooks.
b Please be sure QuickBooks is open and try again.

e — E—— |
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Office Tools Pro
Sticky Note
If you plan to always have your QuickBooks company file open when using the QuickBooks sync, you may select 'Yes, whenever this QuickBooks company file is open'.


Basic Setup - Default Information - Accounts

?‘. Office Tools Professional - [Account & Default Setup]
e ——
& QuickBooks Integration Default Setup
Office Tools Professional
Accounts Payable
Bank Account -
- Default Summary Line ltam
Deposit (Bank) Account T06/T08 Prep -
Bank Account - Default Expense itam
- Copies -
Default Mileage Item
Accounts Receivable Copies -
Bank Account - Default Discount ltem
- Disc -
ETORIAE -t Default Late Fee Itam
Bank Account - Copies M
-
Specify Company File .
I

The Account Setup form within the Default Information section is the most basic,
yet most important area of the Office Tools <-> QuickBooks Integration. This
section basically sets all of the default accounts and items that the Integrator will
use when performing its more advanced functions.

Each of the four accounts listed (on the left) are required for proper functionality
of several parts the Integrator.

The Accounts Payable and Accounts Receivable accounts are set as
general defaults for use elsewhere in the application.

The Deposit Account is the account to which the Integrator will place all
payments that are exported from the 'Payment Export' feature.

The Payroll Account is the account that will be populated when Time
Cards are exported using the 'Time Card Export' feature.

The five default items listed (on the right) are required for proper functionality of
the Invoice Export feature.

The Summary Line Item is what is being used when a Summary Type
invoice that contains zero time cards is exported.

The Expense ltem is the default item that will be used for expenses on
Summary Type invoices that contain an 'Expense Override'.

The Mileage Item is the item that all Travel/Mileage expenses will be billed
under.

The Discount Item is of the 'Discount’ type in QuickBooks. It must be
created inside of QuickBooks manually, then referenced in this form. Any
discounts on invoices will be shown under this item.

The Late Fee ltem is what will be shown any time an exported invoice
contains a finance charge.

If you wish to sync without having QuickBooks open, you can enable the 'Specify
Company File' option. Once enabled, you can click on the text box that is now
visible to specify which company file you wish to connect to.
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Office Tools Pro
Sticky Note
Click this text box to specify which QuickBooks company file you wish to connect to.


Basic Setup - Contacts - Import
::*i' Office Tools Professional - [Customer Import] EE

¢ QuickBooks Integration Customer Import

Office Tools Professional

QuickBooks Impaort List
-
Accutech

Adams, Arthur & Ay
Adlin Furniture

Adlin, Paul Add =
Adlin, Tom & Mary . -
Air Package Delivery <- Remove
Allan, Albert P : :
Always Security

Baker State University
Balboa Flower Shop, Inc p )
Barnum, Andrew REMOVE A
Barton, Bret & Sally ‘
Bernstein, Flag & Wallace
Bernstein, Michael & Gloria &7

]

D Show only non-3ync'd contacts . mport

The 'Customer Import' feature is a very useful tool when you have contacts
stored in QuickBooks that need to be transferred to Office Tools Professional.
This feature brings over the contact name, main contact person, salutation,
account number, primary telephone and fax numbers, email address, and the
physical address (street, city, state, zip). It does not include sensitive information
such as the Social Security Number or the Employment Identification Number. All
contacts are imported using the 'Client’ contact type, and are set to have a fiscal
year ending of December 31st.

The 'Customer Import' is designed to compare the name of each contact in
QuickBooks to the names of the contacts within Office Tools Professional. It will
only import contacts that the Integrator determines are 'New', meaning they do
not exist in Office Tools Professional.

To use this feature, simply select the individual company(s) you wish to import by
selecting their name from the list on the left, and clicking the 'Add ->' button (you
can select all of the companies en masse by clicking the 'Add All' button). Once
you have made your selection, you can begin the import process by clicking on
the 'Import’ button. Once the import process is complete, the 'Report Viewer' will
show you a list of the contacts that were imported.

HINT: if you have previously imported clients, you can hide clients that are a known
match by selecting the 'Show only non-Sync'd contacts' option.
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Basic Setup - Contacts - Export

& QuickBooks Integration

Office Tools Professional

Contact Export

Back
DOffice Tools Export List

(Unspecified) "
ABC Company

Accutech E|
Adams, Arthur & Amy

Adlin Furniture
Adlin, Paul . )
Adlin, Tom & Mary - Remove
Air Package Delivery : :
Allan, Albert P.
Always Security
Baker State University :
Balbea Flower Shop, Inc HEMOVE A
Barnum, Andrew :
Barton, Bret & Sally

Bernsztein, Flag & Wallace 57

|:| Show only non-Sync'd contacts . Export

The 'Contact Export' feature is designed to export contact information from
Office Tools Professional, into QuickBooks. This feature brings over the contact
name, main contact person, salutation, account number, primary telephone and
fax numbers, email address, and the physical address (street, city, state, zip). It
does not include sensitive information such as the Social Security Number or the
Employment Identification Number. If the contact is hidden within Office Tools
Professional, it will export the contact to QuickBooks, but will mark the contact
as 'Hidden' there as well (in case invoices are later exported for this hidden
contact).

The 'Contact Export' is designed to compare the name of each contact in
QuickBooks to the names of the contacts within Office Tools Professional. It will
only export contacts that the Integrator determines are 'New', meaning they do
not exist in QuickBooks.

To use this feature, simply select the individual company(s) you wish to import by
selecting their name from the list on the left, and clicking the 'Add ->' button (you
can select all of the companies en masse by clicking the 'Add All' button). Once
you have made your selection, you can begin the export process by clicking on
the 'Export’ button. If there were any issues exporting a contact, the 'Report
Viewer' will show you a list of the contacts that were not exported, along with the
reason why.

HINT: if you have previously exported clients, you can hide clients that are a known
match by selecting the 'Show only non-Sync'd contacts' option.
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Basic Setup - Contacts - Match

"3; Office Tools Professional - [Customer Matcl

+ QuickBooks Integration Customer Match

Office Tools Professional

Office Tools QuickBooks
- -
Accutech r Accutech Tl
Adams, Arthur & Amy Adams, Arthur & Amy
Adlin Furniture = Adlin Furniture =
Adlin, Paul Adlin, Paul
Adlin, Tom & Mary Adlin, Tom & Mary
Air Package Delivery Air Package Delivery
Allan, Albert P. Allan, Albert P.
Always Security Always Security
Baker State University Baker State University
Balbea Flower Shop, Inc Balboa Flower Shop, Inc
Barnum, Andrew = Barnum, Andrew
Barton, Bret & Sally Barton, Bret & Sally
i Bernstein, Flag & Walace Bernstein, Flag & Wallace
Bernstein, Michael & Gloria Bernstein, Michael & Gloria
California Stitchworks Embroidery California Stitchworks Embroidery
Carlin and Burroughs Accountants ST TR Carlin and Burroughs Accountants
Chaparrel & Song Chaparrel & Sons
Chaparrel, Mehvin Chaparrel, Melvin
Chase, Brian Chase, Brian

Chaging The Wind Chasing The Wind
Christine Goulden & Christine Goulden &

|:| Show only non-sync'd contacts |:| Show only non-sync'd contacis

List ID ListID
B0000004-1255463315 B0000004-1255463315

The 'Contact Match' feature was designed for more advanced users. If you have
an existing QuickBooks company file that contains the same contacts as your
existing Office Tools Professional database, you may use the 'Contact Match’
feature to create a "1-to-1' match between your Office Tools Professional
contacts, and your QuickBooks contacts. To match the contacts, you simply
select the Office Tools Professional contact (on the left) and the QuickBooks
contact (on the right), and click the '<- Link Contact ->' button. If you have the
'Show Advanced' option checked, you should see the 'List ID' for the Office Tools
Professional contact match the 'List ID' for the QuickBooks contact.

This "1-to-1' mapping does not actually transfer any information. It simply tells
Office Tools Professional that '‘Company A' in Office Tools Professional is
matched to 'Company B' in QuickBooks.

The 'Attempt Auto Match' button will run a routine that will go through each
Office Tools contact (that is not matched to a QuickBooks customer) and use
'Office Tools Smart Match' technology to find a match in QuickBooks.

On this form you also have the ability to import and export single contacts to and
from QuickBooks. To export a contact from Office Tools Professional into
QuickBooks, simply select the contact from the Office Tools Professional list on
the left, and click the 'Add Contact ->' button. To import a contact from
QuickBooks into Office Tools Professional, simply select the contact from the
QuickBooks list on the right, and click the '<- Add Contact' button.

HINT: You may hide previously synchronized contacts from the lists by selecting the
'Show only non-sync'd contacts' options under each list.
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Office Tools Pro
Sticky Note
The auto match is a great function to use if you have information in both your QuickBooks company file and your Office Tools database. The 'Office Tools Smart Match' technology is an incredibly strong feature that has a very high rate of success.


Basic Setup - Contacts - Synchronize

Office Tools Professional

% Office Tools Professional - [Cust?rfer Sync]

& QuickBooks Integration

B M 41 of2 b M|« OR SETH-| w0% -

Office Tools Professional Contact Sync Report 5

ABC Company
Accutech

Adams, Arthur & Amy
Adlin Furniture

Adlin, Paul

AAlim Tren O Ao

Wark Phone Changed
Wark Phone Changed
Wark Phone Changed
Wark Phone Changed
Wark Phone Changed, Email Changed

Wlmle Abame Chomned

4

L}

| *

*This sync may detect differences that cannot be syncronized

The 'Customer Sync' feature is a new addition to the Office Tools <-> QuickBooks
Integration. This will gather a list of all your previously synchronized contacts (in
both Office Tools Professional and QuickBooks), and will compare them to one
another. This feature looks for discrepancies in the basic information of the
Office Tools Professional and the QuickBooks contacts. It will look for changes in
the telephone numbers, addresses, main contact person, and email addresses.
When it finds a discrepancy between the data, it will look into both Office Tools
Professional and QuickBooks to determine which data is newer, then copy the

changes, overwriting the old data with the newest. This will only copy fields that
have been changed.

If there are fields that are blank on one side of the contact, and populated on the
other, it will fill in the missing information regardless of which was last edited.
This means that if you delete any information from either QuickBooks or Office
Tools Professional, you need to manually delete that information from the other
application. If you do not manually delete the information, it will automatically re-
populate the missing fields the next time the 'Contact Sync' feature is used.
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Office Tools Pro
Sticky Note
This report will automatically update when the export is running.
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Basic Setup - Employees - Import

";3 Office Tools Professional - [Staff Import]

+ QuickBooks Integration Employee Import

Office Tools Professional

Back
QuickBooks Import List
Bruce R Jones Bruce R Jones
Debi M McGriff Debi M McGriff

Jane Smith
Joe P Demo
Jon Whu Add -=
Marc Mattel
Salty Brown <- Hemove
Thomas OToole

Add All

Remawe All

|| |:| Show only non-Sync'd Employees Import

The 'Employee Import' feature is a very useful tool when you have employees
stored in QuickBooks that need to be transferred to Office Tools Professional.
This feature brings over the first name, last name, middle initial, birthday, home
phone, home fax, email address, and the physical address (street, city, state,
zip). It does not include sensitive information such as the Social Security Number
or the Employment Identification Number. All employees are imported are given
a default login name of the first 20 characters of their first and last name (no
spaces), and an empty password.

The 'Employee Import' is designed to compare the name of each employee in
QuickBooks to the names of the employees within Office Tools Professional. It
will only import employees that the Integrator determines are '‘New', meaning
they do not exist in Office Tools Professional.

To use this feature, simply select the individual employee(s) you wish to import
by selecting their name from the list on the left, and clicking the 'Add ->' button
(you can select all of the employees en masse by clicking the 'Add All' button).
Once you have made your selection, you can begin the import process by
clicking on the 'Import’ button. Once the import process is complete, the 'Report
Viewer' will show you a list of the employees that were imported.

HINT: if you have previously imported employees, you can hide employees that are a
known match by selecting the 'Show only non-Sync'd Employees' option.
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Basic Setup - Employees - Export

. Office Tools Professional - [Staff Export]

# QuickBooks Integration Employee Export

Office Tools Professional

Back
Office Tools Export List

Thomas . OToole Thomas . OToole

Bruce R. Jones Bruce R. Jones ||
Jane . Smith
Marc Mattel
Jon . Whu Add -=
Joe P. Demo
Sally Brown <- Remove

Debi M. McGriff

Add All

Remowve All

|:| Show only non-Sync'd Employees Export

The 'Employee Export' feature is a very useful tool when you have employees
stored in Office Tools Professional that need to be transferred to QuickBooks.
This feature brings over the first name, last name, middle initial, birthday, home
phone, home fax, email address, and the physical address (street, city, state,
zip). It does not include sensitive information such as the Social Security Number
or the Employment Identification Number.

The 'Employee Export' is designed to compare the name of each employee in
QuickBooks to the names of the employees within Office Tools Professional. It
will only export employees that the Integrator determines are 'New', meaning
they do not exist in QuickBooks.

To use this feature, simply select the individual employee(s) you wish to export
by selecting their name from the list on the left, and clicking the 'Add ->' button
(you can select all of the employees en masse by clicking the 'Add All' button).
Once you have made your selection, you can begin the export process by
clicking on the 'Export' button. If there are any issues exporting an employee, the
report viewer will display a report of the employees that were not exported,
along with the reason why.

HINT: if you have previously exported employees, you can hide employees that are a
known match by selecting the 'Show only non-Sync'd Employees' option.
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Basic Setup - Employees - Match

% )
< Office Tools Professional - [Staff Match] L: x |

¢+ QuickBooks Integration Employee Match

Office Tools Professional

Office Tools QuickBooks
Debi M. McGriff Debi M McGriff
Jane . Smith Jane Smith

Joe P. Demo Joe P Demo
Jon . Whu Jon Whu

Marc Mattel Marc Mattel
Sally Brown Sally Brown
Thomas . OToole Thomas OToole

Add Employee -=
<- Link Employee -=
<- Add Employee

Show Advanced

|:| Show only non-sync'd Employees D Show only non-sync'd Employees
List 1D ListID

B0000002-1255463248 B0000002-1255483248

The 'Employee Match' feature was designed for more advanced users. If you
have an existing QuickBooks company file that contains the same employees as
your existing Office Tools Professional database, you may use the 'Employee
Match' feature to create a '1-to-1' match between your Office Tools Professional
employees, and your QuickBooks employees. To match the employees, you
simply select the Office Tools Professional employee (on the left) and the
QuickBooks employee (on the right), and click the '<- Link Employee ->' button. If
you have the 'Show Advanced' option checked, you should see the 'List ID' for the
Office Tools Professional employee match the 'List ID' for the QuickBooks
employee.

This "1-to-1" mapping does not actually transfer any information. It simply tells
Office Tools Professional that 'Employee A' in Office Tools Professional is
matched to 'Employee B' in QuickBooks.

On this form you also have the ability to import and export single employees to
and from QuickBooks. To export an employee from Office Tools Professional into
QuickBooks, simply select the employee from the Office Tools Professional list
on the left, and click the 'Add Employee ->' button. To import an employee from
QuickBooks into Office Tools Professional, simply select the employee from the
QuickBooks list on the right, and click the '<- Add Employee' button.

HINT: You may hide previously synchronized employees from the lists by selecting the
'Show only non-sync'd Employees’ options under each list.
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Basic Setup - Work Codes - Import

:"; Office Tools Professional - [Service Item Import]

———

= QuickBooks Integration Service ltem Import

Office Tools Professional
Back

QuickBooks Import.
1089 & W-2 Preparation 1099 & W-2 Preparation

-
708/709 Prep il 708/709 Prep
Accounting U Add Accounting

Administration N/C Administration N/C
Audit Remove Audit i
Business Consulting Add All
Business Promotion
Client Biling N/C Remove All
Client Meeting
Client Telephone Chargeable I
Compilation

| Conference Call

CORP Prep

Correspondence N/C 7

Bookkeeping

Import

The 'Service Item Import' feature was designed to make it easy to bring
QuickBooks 'Service Items' into Office Tools Professional. The 'Service Item
Import' analyzes the 'Service Items’ stored within QuickBooks, and creates
comparable 'Work Codes’ within Office Tools Professional. These items contain
the same name, long description, unit price, and billable status as their 'Service
Item' counterparts within QuickBooks.

The 'Service Item Import’ will try to match the name of each QuickBooks 'Service
Item' to the names of each 'Work Code’ in Office Tools Professional. It will only
import items that the Integrator determines are 'New', meaning they do not exist
within Office Tools Professional.

To begin the import process, simply select which 'Service Iltems' you wish to
import from QuickBooks (on the left) and click the 'Add’ button to queue them for
import (you can select all the 'Service Items' en masse by clicking the 'Add All'
button). Once you have selected all of the 'Service Items' you wish to import,
simply click the 'Import’ button to begin the import process. Once the import is
complete, the 'Report Viewer' will display a report containing all of the "Work
Codes' that were imported from QuickBooks.

HINT: If you need to quickly add new items to both Office Tools Professional and
QuickBooks, it is much easier (and faster) to manually create the 'Service ltems’
in QuickBooks, and import them than it is to create the 'Work Codes' in Office
Tools Professional then export them to QuickBooks.

Copyright © North 40 Systems 2009. All Rights Reserved.



14

Basic Setup - Work Codes - Export

= — [P——— i
& QuickBooks Integration Work Code Export
Office Tools Professional
Dffice Tools Work Codes Income Account
- Bank
Seminars CPE D
TO8/709 Prep Consulting Income -
Client Meeting
Conference Call Expense Account
Staff Training N/C
Filing N/C Bank
Office Support NIC ¥ Professional Fees -
“L Show previously exported Apply to All ] [ Export All ] [ Export

The 'Work Code Export' feature is more complex to use than the other 'Export'
features of the program. In order for an Office Tools Professional 'Work Code' to

export properly, it must be given an 'Income Account’ and an 'Expense Account’
(optional).

To begin the export process, you must select the "Work Code' you wish to export,
and specify the 'Income Account' you wish to assign it to. To select an 'Income
Account’, you need to simply click on the small arrow in the 'Income Account' box
and select the account from the list. Once an account is specified, its reference
is immediately saved into the Office Tools Professional database for future
reference. Repeat this step to specify an 'Expense Account’ (if one is desired).
Once you have specified the account(s) you wish to use, click the 'Export’' button
to create a comparable 'Service Item' in QuickBooks.

If you need to export all of your 'Work Codes', simply specify the accounts for
each 'Work Code’, then click the 'Export All' button to begin the export process.

If there were any issues during the export process, the 'Report Viewer' will

display a report containing all of the 'Work Codes' that did not export, along with
the reason why.

NOTE: 'Work Codes' imported from QuickBooks will already have the accounts specified.
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Sticky Note
If you have a large number of Work Codes that will use the same accounts, it may be a good idea to select one of the items, select the Accounts, the click 'Apply to All'. You can then go back and change the Work Codes that will use other accounts. Be sure to click the 'Export All' before exiting this screen!
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Basic Setup - Work Codes - Match

f.'i Office Tools Professional - [Service Item Match] e
» QuickBooks Integration Service ltem Match
Office Tools Professional
Back
Office Tools Work Codes QuickBooks ltem Code

1099 & W-2 Preparation - 1099 & W-2 Preparation -
706/709 Prap 1
ABC Company Work Code
Accounting = Income Account |
Administration N/C B
Andit Consulting Income
Bookkeeping I
Business Consulting Expense Account
Business Promotion :
Client Billing N/C (Mo Account Specified)
Client Meeting
Client Telephone Chargeable Payroll ltems .
Compilation Hourly
Conference Call
CORP Prep Hourty -
Correspondence N/C Salary
Delivery/Pickup MIC &7

-

[[] Show hidden Werk Codes

The 'Service Item Match' feature works differently than the other 'Match' features
in the Office Tools <-> QuickBooks Integration. To match a 'Work Code' to a
specific 'ltem Code’, you will simply need to select the 'Work Code' from the list
on the left, then drop down the 'QuickBooks Item Code' combo box on the right,
and select the matching 'ltem Code' from the list. Once a matching 'ltem Code’ is
selected, the 'Income’ and 'Expense' accounts will automatically populate with
the relevant information from QuickBooks.

As soon as the matching 'ltem Code' is selected, the account references and the
'Service Item' reference are immediately saved into the Office Tools Professional
database.

If you wish to utilize the 'Time Card Export' feature, and you have existing 'Payroll
Wage Items' in QuickBooks, you will be able to select which 'Payroll Items' you
wish to use for the work codes from the 'Hourly' and 'Salary' combo boxes
beneath the accounts section. These must be specified for each individual 'Work
Code' in order for the 'Time Card Export' feature to function properly.

NOTE: The 'Payroll ltems' may also be set up from the 'Payroll ltem Setup' feature.
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Sticky Note
Even though the Payroll Items feature is enabled from within this form, it is a good idea to use the 'Payroll Item Setup' form to specify the Payroll Items, because it contains an 'Apply to All' feature that can save you time.


Basic Setup - Work Codes - Payroll Setup

Yy

<. Office Tools Professional - [Payroll

4

Office Tools Professional

~ QuickBooks Integration

Payroll ltem Setup

Bookkeeping
Business Consulting
Business Promotion

Back

Office Tools Work Codes

1099 & V-2 Preparation - Payroll ltems

708709 Prep D Hourly

ABC Company Work Code Hourly -
Accounting

Administration N/C Salary

Audit Salary

-

Apply to All

16

[C] Show hidden Work Codes

The 'Payroll Item Setup' feature is used to specify which 'Payroll Items’ will be
used for the 'Hourly' and 'Salary' employees using each individual 'Work Code'.
To specify a 'Payroll Item’ for a 'Work Code’, simply select the 'Work Code’, then
select the 'Payroll Item’ for both 'Hourly' and 'Salary' from the combo boxes on
the left. Once the 'Payroll ltems' are selected, their references are immediately
saved into your Office Tools Professional database for future use with the 'Time
Card Export' feature. If you do not have any 'Payroll Items' inside of QuickBooks,

you will receive a message (shown below) asking you to create them before
proceeding.

Payroll Items Required

£9% You must add Payroll Wage Itemns to QuickBooks in order to setup
-’ Payroll tems

NOTE: If you do not have any existing 'Payroll Items' inside of QuickBooks, you
must first manually create 'Payroll ltems' (at least one Hourly and one Salary)
them before you can set up the Office Tools <-> QuickBooks Integration to utilize

the 'Time Card Export' feature. This can be done from within the 'Edit Staff'
screen inside of QuickBooks (as shown below).

| & Test 09 Company - QuickBooks: Premier Accountant Edition 2009 - [Edit Emplayee]

[E=NE 5
% File Edit View Lists Accountant Company Custemers Vendors Employees Banking Reports
Online Services  Window Help mF‘m

® = = & "

Home | Company Snapshot Customer Center Vendor Center  Employee Center

@

Online Banking

—

Cancel

Clien

Information for: Debi M McGriff

Change tabs:  Payroll and Compensation Info

=]

Payroll Info

What is a payroll schedule?
Earnings
Payroll

Schedule l:l
Pay Frequency

Help
Item Mame Hourly/Annual Rate |

-

‘ < Add New > ‘

[ Use time data to create paychecks I
— ——

&l Employee is

inactive

< =
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Sticky Note
Apply to All will apply the specified items to all Work Codes in the list, even those that already have an item assigned to them.
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Basic Setup - Expense ltems - Import

"‘*‘..5‘. Office Tools Professional - [Expense Impo

+ QuickBooks Integration Expense ltem Import

¥ office Tools Professional

QuickBooks Impaort.
Computer Charges Computer Charges
Copies Copies
Entertainment Entertainment
Fax
Fed Ex
Gas
Mail Add All
Other Supplies
Parking Remove All
Telephone Charges
Travel

|

The 'Expense Item Import' feature was designed to make it easy to bring
QuickBooks 'Other Charge Items' into Office Tools Professional. The 'Expense
Item Import' analyzes the 'Other Charge Items' stored within QuickBooks, and
creates comparable 'Expense Items' within Office Tools Professional. These
items contain the same name, long description, and unit price as their 'Other
Charge Item' counterparts within QuickBooks.

The 'Expense Item Import’ will try to match the name of each QuickBooks 'Other
Charge Item' to the names of each 'Expense Item' in Office Tools Professional. It
will only import items that the Integrator determines are 'New', meaning they do
not exist within Office Tools Professional.

To begin the import process, simply select which 'Other Charge Items' you wish
to import from QuickBooks (on the left) and click the 'Add' button to queue them
for import (you can select all the 'Other Charge Items' en masse by clicking the
'Add All' button). Once you have selected all of the 'Other Charge Items’ you wish
to import, simply click the 'Import' button to begin the import process. Once the
import is complete, the 'Report Viewer' will display a report containing all of the
'Expense ltems' that were imported from QuickBooks.

HINT: If you need to quickly add new items to both Office Tools Professional and
QuickBooks, it is much easier (and faster) to manually create the 'Other Charge
Items' in QuickBooks, and import them than it is to create the 'Expense Items' in
Office Tools Professional then export them to QuickBooks.
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Basic Setup - Expense ltems - Export

" Office Tools Professional - [Expense Export]
.

& QuickBooks Integration Expense Export
Office Tools Professional

Office Tools Expense ltems Income Account

- (Income
FAX L
Copies

Mail

Fed Ex

i Accounting Services Income -
Expense Account
Telephone Charges

Entertainment Expense
Travel -

Telephone Expense -

Show previously exported Export All ] [ Export

The 'Expense Item Export' feature is more complex to use than the other 'Export'
features of the program. In order for an Office Tools Professional 'Expense ltem'
to export properly, it must be given an ‘Income Account' and an 'Expense
Account' (optional).

To begin the export process, you must select the 'Expense Item’ you wish to
export, and specify the 'Income Account' you wish to assign it to. To select an
‘Income Account’, you need to simply click on the small arrow in the ‘Income
Account’ box and select the account from the list. Once an account is specified,
its reference is immediately saved into the Office Tools Professional database for
future reference. Repeat this step to specify an 'Expense Account’ (if one is
desired). Once you have specified the account(s) you wish to use, click the
'Export’ button to create a comparable 'Other Charge Item' in QuickBooks.

If you need to export all of your 'Expense Items’, simply specify the accounts for
each 'Expense Item', then click the 'Export All' button to begin the export
process.

If there were any issues during the export process, the 'Report Viewer' will
display a report containing all of the 'Expense Items' that did not export, along
with the reason why.

NOTE: 'Expense Items' imported from QuickBooks will already have the accounts
specified.
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Basic Setup - Expense Items - Match

% Office Tools Professional - [Expense Match]
- o il
:’QulckBooks Integration Expense Match
Office Tools Professional

Office Tools Expense ltems QuickBooks ltem Code
Computer Charges Computer Charges -
Copies
Entertainment
FAX Income Account
Fed Ex
"Gasl |Cor5|.|tir-; Income - |
Aai
Parking
$?iﬂl°"a Charges Expensa Account

| {No Account Specified) - |

The 'Expense Match' feature works differently than the other 'Match' features in
the Office Tools <-> QuickBooks Integration. To match an 'Expense ltem'to a
specific 'Other Charge Iltem’, you will simply need to select the 'Expense ltem’
from the list on the left, then drop down the 'QuickBooks Item Code' combo box
on the right, and select the matching 'Other Charge Item' from the list. Once a
matching 'ltem Code’' is selected, the 'Income’ and 'Expense’ accounts will
automatically populate with the relevant information from QuickBooks.

As soon as the matching 'Expense Item' is selected, the account references and

the 'Other Charge Item' reference are immediately saved into the Office Tools
Professional database.
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Advanced Features - Time Card Export

4.; Office Tools Professional - [Time Card Export]

& QuickBooks Integration
* Office Tools Professional

Time Card Export

Export  Customer Emplayes WerkCode Dae Toral Time Bl Clebe Notes =
Coast Environment Inc Joe P. Demo Payroll Tax Returns 5i31/2005 (10:00:00 $50.00 Spent all day setting up ...
Coast Environment Inc Joa P. Demo Tax Research 6/1/2006 01:00:00 $145.00 |Spent all day on financia...
Carlin and Burroughs A... |Joa P. Demo Staff Training NIC 5/25/2003 [14:00:00 D $0.00
Coast Environment Inc Joe P. Demo Travel Chargeable 6i1/2003 01:00:00 D $0.00
Baker State Univarsity Joa P. Demo Audit 41712003 [1.01:00:00 $145.00 |Complete audit review in...
Baker State Univarsity Joe P. Demo Bookkeaping 417/2003 |02:30:00 $65.00 Bookkeeping entries to ...
Adlin, Tom & Mary Joa P. Damo TOGITO9 Prap 10/13/2003 |03:30:00 $145.00 |Preparation of 1998 104
Wild Rose Horse Vetern... [Joe P. Demo Business Consulting 10/6/2003  |D4:30:00 $145.00 |Review accounting proc...
Martin L. Schwartz, Atto... (Joe P. Demo Payroll Tax Returns 10/6/2003 |03:15:00 $150.00 |Quarterly and other rela...
Dougherty & Company Bruce R. Jones TOBITO09 Prap 10/6/2003 |09:-00:00 $85.00 Preparation of 1998 Cor.
Runtime Enterprises Bruce R. Jones IRS Correspondence 10/4/2003 |05:00:00 $225.00 |Irs audit prepartion and ...
[#] El Nino Familv Center Jane . Smith Other Accounting Servi 10/4/2003  110:00:00 [¥] $11000 |Monthlv Accounting and =

Total Time 2636:23:00 Billable $316892.17 1094 Time Cards
Customer Staff From Date To Date .ork Code
‘Adl\n Furniture -| ‘Thnmss 0Toole - | 1011512008 | 1osizoos | ‘maa & V-2 Preparation - |

All Customers All Staff All Dates All Work Codes

Export [ Report |

The 'Time Card Export' feature was designed to take an Office Tools Professional
'Time Card', and create a comparable 'Time Tracking' item within QuickBooks.
Each 'Time Tracking' item will have the same '"Work Code' (as mapped in the
Work Code Export/Import/Match), notes, date, and total time.

The 'Time Card Export’' form has many filters to choose from, making it simple to
specify exactly what time cards you want to push into QuickBooks. You can filter
by Client, Staff, Date, Work Code, or a mix of any of the filters. Also, you may
select and deselect individual time cards by un-checking the 'Export' box next to
the time cards in the list.

NOTE: When using the 'Date’ filters, the 'Time Card Export’ will automatically select the
next date interval the next time you return to the form. Example: you export time
for the week of Monday, August 3rd 2009. The next time you return to the form, it
will automatically populate the filter for the week of Monday, August 10th 2009.

Once you have filtered the time sheet list down to only those time cards you wish
to export, click the 'Export' to begin the validation process. If you have
successfully completed the basic setup, the export will begin immediately after
the validation has completed. If the validation detects any errors, then you will
receive the following message: (see next page)
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Some error have been detected during the pre-export validation,

I Would you like to continue with the sync and export only those without errors?

(if you continue, an error report will be displayed upon completion)

Clicking ‘Mo’ will display an error report so you can address the errors,

If you select 'Yes', then the
export will continue, and
present you with an error
report after itis
completed. If you click
'No', an error report will be
generated detailing what
caused each specific time
card to fail validation, so
each issue can be
addressed.

H 41 of 22 b M

Bruce R.
il Jones

10/6/2003 Dougherty &
Company

10/5/2003

Runtime
Enterprises

10/4/2003

1/8/2004

2/20/2004

3/8/2005  Safety Supply
Products

i « 0@ S0
| Office Tools Professional Time Card Error Report

706/709 Prep

Business Consulting No

IRS
Correspondence

Accounting

Administration N/C

Financial Flanning

100% ©

Contact 'Dougherty & Company' is not matched
to a QB Customer

WorkCode '706/709 Prep’ is missing a Payroll
Ttem

Contact " is not matched to a3 QB Custormer

WorkCode 'Business Consulting’ is missing a
Payroll Item

No Contact 'Runtime Enterprises’ is not matched to
a QB Customer
WorkCode 'IRS Correspondence’ is missing a
Payroll Ttem

No Contact " is not matched to a QB Customer

WorkCode 'Accounting’ is missing a Payroll Item

No Contact " is not matched to 3 QB Custormer

WorkCode 'Administration N/C' is missing a
Payroll Ttem

Contact 'Safety Supply Products’ is not matched
toa QB Customer

No

r

ot 22 b b

¢« 0@ S0 MmMA-

Dougherty &Company  706/703 Prep

Business Consulting

Runtime Enterprises IRS Correspondence
Accounting
Administration NfC

Safety Supply Financial Planning

Products

Adams, Arthur & Amy  Accounting

Administration N/C
Administration N/C
Administration N/C
Administration N/C
Client Meeting

Financial Planning
Administration N/C

wallace, Jorge
El Nino Family Center

Carlinand Burroughs

100% - Find | Next

| Office Tools Professional Time Card Export Report
Employee [Contact | WorkCode |Date | Total [Bill|_Rate|

Bruce R. Jones
52157’
I 39883

10/6/2003 09:00:00 | True $85.00  Preparation of 1998 Corp
return

10/5/2003  02:30:00  True $88.00  Re: Fiduciary consulting

10/4/2003 05:00:00  True $225.00  Irs auditprepartion and
correspandsnce

1/9/2004 04:00:00  True $0.00

2/20/2004  02:00:00  True $55.00

3/8/2005 08:00:00  True $55.00

1/30/2004  02:00:00  True $0.00

3/30/2004  02:00:00  True $55.00

3/30/2004  02:00:00  True $55.00

3/30/2004  02:00:00  True $55.00

3/30/2004  02:00:00  True $55.00

5/1/2004 03:00:00  True $55.00

5/1/2005 03:00:00  True $55.00

5/1/2005 02:00:00  True $55.00 -

Once you have
successfully exported
time cards into
QuickBooks, the
'Report’ button on the
export form will be
enabled. Clicking this
button will generate a
report detailing each
time card that was
exported into
QuickBooks.
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Advanced Features - Invoice Export

4..3 Office Tools Professional - [Invoice Export]

¢ QuickBooks Integration Invoice Export
g Office Tools Professional

*This export excludes $0 Invoices | Back

Company Invoice # Amount Date #TCs #Exp Send
ABC Company 60300 $4,350.00 | 7M7I2008 |13 0
ABC Company B0388 $3,015.00 | 8/7/2008 20 1
ABC Company 60399 $200.00 [10/2/2008 |0 0
ABC Company 60401 $850.00 [10/6/2008 |1 0
ABC Company 60402 $2,000.00 |10/21/2008 |13 0
ABC Company 60404 $1,000.00 | 10/22/2008 |2 0
ABC Company 60415 $125.00 [10/30/2008 |7 0
ABC Company 50498 $100.00 |9/30/2009 |1 1

[7] Show Exported [ Selectal ] [ Seleothone ] [ His= soicter

The 'Invoice Export' feature allows users to easily move invoices from Office
Tools Professional into QuickBooks. The invoice that is created in QuickBooks is
dependant upon what type and the level of detail of the Invoice that is being
exported from Office Tools Professional. The Invoice Export attempts to create a
mirror image of the Office Tools Professional invoice within QuickBooks.

NOTE: The invoice list will only show invoices that are marked 'Final', 'Partially-Paid’, or
'Paid In Full'.

When entering the 'Invoice Export' form, the Invoice list is automatically filtered
down to all invoices that have not been exported to QuickBooks. If you wish to
view invoices that have already been exported, select the 'Show Exported' option
to populate the list with all invoices in the system. Within the Invoice Export list,
the user is able to see the company name, invoice number, total amount, invoice
date, number of time cards, and number of expenses for each invoice. The 'Send'
checkbox next to each invoice is used to select which invoices are to be
exported. You may quickly select or de-select all of the displayed invoices by
clicking the 'Select All' and/or 'Select None' buttons on the page.
NOTE: If you export an invoice that has been marked up, but did not apportion the -
changes to the time cards, you will have an item on that invoice that says "YOU
ARE EXPORTING AN INVOICE WITH NON-APPORTIONED TIME CARDS. THIS
ITEM IS USED TO ADJUST THE INVOICE TO MATCH THE ONE IN OFFICE TOOLS.
IN THE FUTURE, PLEASE APPORTION ALL INVOICES THAT WILL BE EXPORTED
INTO QUICKBOOKS." You will either have to adjust the invoice in QuickBooks and

eliminate that line item, or you will have to delete the invoice from QuickBooks,
then apportion the time cards in Office Tools and re-export the invoice.
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Once you have selected the Invoices you wish to export, click the 'Export’ button
to begin the export. When the export begins, you will be prompted with the
following message:

=

@ Weuld you like to view an Invoice Report?

If you select 'Yes', a report will be generated that will summarize all of the
invoices that are being exported into QuickBooks.

ol h M |« @QEFH | SEGEH-

Office Tools Professional Invoice Report

Comact b | invoice# | TowlType
Mocomey T on

10/30/2008 60415 $125.00 Date
12:00:00 AM

1/22/2000 60488 £850.00 Work Code
12:00:00 AM

4/16/2009 60495 £550.00 Project
12:00:00 AM

Validation Failed ‘

The pre-export validation detected some issues.
Please correct these issues before continuing.

If there are any validation errors, you will
be prompted with the following:

Would you like to view the error report?

If you select 'Yes', a report will be
generated that will detail any issues
regarding the invoices that were to be
exported, so that you may correct the
changes before attempting the export again.

E_'jl_ M 41 ofl b M|« @& S EaHE-| 1w0% - Find | Mext
Office Tools Professional Invoice Error Report

Mocoompay |

60415 10/30/2008 $125.00 Work Code 'ABC Company Wark Code'is not
12:00:00 AM synchronized.

60488 1/22/2009 $850.00 Expense Item " is not synchronized.
12:00:00 AM

60495 4/16/2009 $550.00 Customeris not synchronized.
12:00:00 AM

Expense Item " is not synchronized.
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Advanced Features - Payment Export

4..3 Office Toals Professional - [Payment Export]

4+ QuickBooks Integration Payment Export

* Office Tools Professional

[ Back |
Contact Reference Date Amount Expo| =
Bernstain, Michasl & Gloria 2647912 6/15/2006 $100.00
Hale Enginearing 58442 6/15/2006 $500.00
Adams, Arthur & Amy 542 6/15/2006 $500.00
Accutech 5816998 6/15/2006 $340.00
ABC Company 69694 6/15/2006 $738.00
Demao, Howard & Martha 36994 6/15/2006 $250.00
Demao, Howard & Martha 9973155 6/15/2006 $150.00
Demao, Howard & Martha 69946 6/15/2006 $300.00
Dema, Howard & Martha 66984 6/15/2006 $50.00 a

Show Exported Add to Undeposited Funds |

Hide ||

m
Y
=]
[=]
il

The 'Payment Export' is of similar design to the 'Invoice Export'. The Payment list
shows only payments that have not been exported to QuickBooks, unless the
'Show Exported' option is checked. The Payment list shows the company name,
reference, payment date, and payment amount for each payment.

When performing the export, each payment will be deposited into the 'Deposit
Account' that was specified on the 'Default Setup’ form, and will retain the
reference that was present inside of Office Tools Professional.

Once you have selected the payments, click the 'Export’ button to begin the
export process. If any of the payments are unable to be exported, an error report
will be generated as shown below. All payments will be exported with the 'Auto-
Apply' feature enabled within QuickBooks.

E|W 41 ofl b M |« O[S E @ E-| w00 Find | Next

Office Tools Professional Payment Error Report

Ref Txn Date
Number

Adams, Arthur & Amy _

21515 6/15/20086 $1 262.20 Add Pavmentfalled Could not start
12:00:00 aAM QuickBooks.
Bernstein, Michael &
Gloria
2647912 6/15/20086 $100.00 Add Payment failed :Could not start
12:00:00 aAM QuickBooks.
Hale Engineering |
58442 6/15/2006 £500.00 Add Paymentfailed :Could not start
12:00:00 aAM QuickBooks.
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Advanced Features - Credit Memo Export

, I -

<« QuickBooks Integration Credit Memo Export |
¥ office Tools Professional ,

[ Back |

Contact Reference Date Amount Select | |
ABC Company 60399 10/2/2008 $200.00

(e ] [ewort ]

The 'Credit Memo Export' is of similar design to the 'Invoice Export' and the
'Payment Export'. The Credit Memo list shows only Credit Memos that have not
been exported to QuickBooks, unless the 'Show Exported' option is checked. The
Credit Memo list shows the company name, reference (credit memo) number,
memo date, and credit amount for each payment.

When performing the export, each credit memo will be created inside of
QuickBooks with all of the same information that was included on the original
Credit Memo within Office Tools.

Once you have selected the Credit Memos you wish to transfer, click the 'Export’
button to begin the export process. If any of the Credit Memos are unable to be
exported, an error report will be generated as shown below.

Office Tools Professional Error Report
ltemName ___ lErorDescripton |

Credit Memo : 60507 You must specify a customer for this credit mema

Copyright © North 40 Systems 2009. All Rights Reserved.



26

More Information - QuickBooks Mappings

The following list illustrates how Office Tools interacts with QuickBooks

QuickBooks

Full Name >
Print As >
Salutation ->
First Name >
Middle Name ->
Last Name >
BillAddressLine1 -->
BillAddressLine?2 -->
BillAddressLine3 >
BillAddressLine4 -->
BillAddressLine5 >
BillAddressCity -->
BillAddressState >
BillAddressZip -->
BillAddressCountry -->
ShipAddressLine13 -->
ShipAddressLine23 -->
ShipAddressLine33 -->
ShipAddressLine43 -->
ShipAddressLine53 -->
ShipAddressCity3 -->
ShipAddressStates -->
ShipAddressZip3 -->
ShipAddressCountrys3 -->
Phone >
Contact >
Email >
Fax ->
IsActive >
Work Code >
Expense Code -->
Discount ->
Late Fee >
Mileage -->

Office Tools

Company Name
Print As
Salutation

First Name
Middle Initial

Last Name
Company Name
AddressLine1
AddressLine2
AddressLine3
Not Synchronized
City

State

ZipCode

Country
Company Name
AddressLine1
AddressLine2
AddressLine3
Not Synchronized
City

State

ZipCode

Country

Main Phone

First & Last Name
EmailAddress
Fax

Current

Functions

Contacts

None -->
None -->
None -->
None -->
None -->
None -->
None -->
None -->
None -->
None -->
None -->
None -->
GetStateFromID' -->
None -->
GetCountryFrom|D2 -->
None -->
None -->
None -->
None -->
None -->
None -->
GetStateFromID?* -->
None -->
GetCountryFromlD2 -->
None -->
Trim -->
GetEmailFromLink4 -->
None -->
None -->
Items

None -->
None -->
None -->
None -->
None -->

Service ltem
Other Charge ltem
Discount Item
Other Charge Item
Other Charge Item

! Converts the StatelD (number) in Office Tools to a readable string containing the actual State name

2 Converts the CountryID (number) if Office Tools to a readable string containing the actual Country name
® Field is only updated during the contact export. Is not modified on subsequent synchronizations

* Removes the hyperlink formatting from the email address stored in Office Tools
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