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Introduction

o You will gain the most from this guide by first reviewing it. Also, be sure
to backup your data.

Data integration between BillQek® (by BQE Software, Inc.) amdicrosoft Office Accountir® (by

Microsoft Corporatio can make your time billing, accounting andrfaial management tasks easier.
Fultfeatured, BillQuick Time and Billing helps you manage your company, whether ypuexpense,

billing and reporting needs are simple or you demand complex billing, reporting and management
capabilities. Microsofdffice Accounting ithe complete accounting solution for Microsoft Office users

for managingashflow, payroll, taxes, invcingand expensed typical BillQuick user does time and
expense tracking, invoicing and payment entry in BillQuick. Since BillQuick integrates seamlessly with MS
Office Accounting, you will still be able to perform your accounting and other finas&minaMS Office
Accounting, without having to enter your data twitrgegrated, BillQuick an@ffice Accountingleliver

a virtual application th@nsures data accuracy, eliminates¢imneuming duplicate manual entry, enhances
flexibility, and increaseontrol over your bottom line.

The goal of thaBillQuick? Microsoft Office Accounting Integration Guide is to help new users
effectively integrate dataetween BillQuick and Microsoft Office Accounting. BillQuick controls
integration, enabling you to abse what data flows between the applications, mmgdhmore. The
integration is complete, automated and configurable.

o Microsoft Office Accounting is the enhanced and improved version of
Microsoft Small Business Accounting.

How to Use This Guide

Integration means data from one application transfers to another. This sharing offers many benefits. You
control what data transfers to and from BillQuick usiggchronization settiny®ur preferences tell

BillQuick exactly how you want it to interact withSOffice AccountingBillQuick automatically creates

smart connections using your settings and {iwilibtelligenceWhen data is entered, modified or deleted

in one program, it happens in the other immediataly reattime. This can make your accoing and

financial management tasks easier.

We encourage you to revielow Integration Works . Written for the nontechnical user, it explains
the integration rules built into BillQuick. Understanding what type of data may be shared and the rules
applied duing synchronization, will help you visualize what is happening behind the scenes.

In Initial Integration Scenarios , you can choose the scenario that best fits your company. Instructions
guide you through initial integratiomwhether you are a new/existy BillQuickor Office Accounting user.

When you reach the point where data is checked to make sure everything is synchr@nimédCheck

provides specific guidandeay-to-Day Integration Settings provides suggestions for fitiening
synchronization g&ngs for normal, dayo-day processing.
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Software Editions Supported

All BillQuick edition$ Basic, Pro (Microsoft Access database) and BillQuick Enterprise (I8QRE
Express and Microsoft SQL databad@)tegrate with the following Microsoft Officgccountingeditions

1 MicrosoftOffice Accounting2007or later)

1 MicrosoftOffice Accounting Expre48005 or later)
1 Microsoft® Office Accounting ProfessiorfdD05 or later)
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How Integration Works

Even if you are not a technical person, it is hetpfuhderstand the basics of BillQuickMS Office
Accountingntegration. This can help you visualize what is happening behind the scenes as BillQuick
manages transfer of information to and frs Office Accounting

Each record common to BillQuick aMiSOffice Accountinghare a unique Link ID that identifies them
as related. Thidoes not meadfata in both records isxactlythe same; only that #y share common
data. BillQuickProject records contain data and options th Office Accountingob record do not
and vice versa. What is important for integration is that the two applications share key data.

0 Before integrating, backup your dataMis Office Accountingnd
BillQuick.

The tablebelow shows the direction in which data cpatentiallyflow between BillQuick an#1S Office
Accounting Whether it flows in one direction or the other depends on your choices oBil@uickMS
Office Accounting Sync Settirgggeen. You can be very specific how data flows and to which acdounts
MS Office Accouiing

BillQuick Dataflow MSOA
Table Name Table Name
Activity D Service Item
Expense D Non-Inventory Item
Employee D Employee
Vendor D Vendor
Client D Customer
Project D Job
Expense Log D ExpenséBill
Time Entry D Time Entry
Invoice D Invoice
Payment D Payment

o To review detailed, fiekdby-field mapping of records betwednS Office
Accountingand BillQuick, see BillQuick Help, BillQuiels Office
Accountingntegration, Table & Field Mapping.

As you can see abov ¢MSBfiick AcQouritingkdysomprehénsiveMoadnly o n
are invoices sent tMS Office Accountinghe virtual database for the two applications includes clients,
projects/jobs, employees, vendors, activity codes, etc.

Bottom Line: BillQuick MS Office Acountingintegration is a feature that allows you to transfer or

synchronize data between BillQuick aW& Office Accountingnd delivers reaime synchronization
between the two.
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Integration Rules

To ensure accuracy and completeness of data trarBi@@uick MS Office Accountinmtegration
follows a set of rules. These are:

1. Company Start Date Rule: The start date of théS Office AccountinGompany is
importantas it cannot behanged latetMS Office Accountindoes not transfer any
invoices ompayments from BillQuick if the date of the invoice or payment is olderithian
Company start date. Thus, when you areeaisting BillQuick User integrating Wigh
Office Accountirigr the first timgor you arenew to both BillQuick aits Office
Accountingand manually entering invoices, paynts, and/or time and expensiesm a
prior fiscal yearbe sure to check the start daféhe MSOffice AccountingCompany.

2. Date Rule: When data is transferred froMS Office Accounting BillQuick, the
systemdate is converted to Greenwich Mean Time (GMT) and is recorded in the Last
Updated field for each record.

3. LinkID Rule: BillQuick automatically creates an inter@dice AccountinginkID and
adds it to the database. Used for internal processing, the sfle@akures accurate and
complete transfer of data.

4. Synchronization Order Rule: When you send or get data @temand from BillQuick
or MS Office Accountinfyvia Send, Get or Sync menus), follow the order of the sub
menus. For example, you should synchro@ients before Projects and Invoices before

Payments.
5. Placeholder Data Rule: When BillQuick requires a data field that does not exist$h
Office Accounting Bi | | Qui cMSfficeAcmuntingas dpfacebofder value

during the data transfer. Bjlick automatically creates projects for invoices transferred

from MS Office Accounting i f t hey dondét have jobs/projects
6. Bill Rate, Cost Rate Rule: While getting employee/vendor data fravi Office

Accounting BillQuick sets a defaill Rate and Cost Rate of $1 for all the transferred

records. You can change the rateshe Employee/Vendor screen in BillQuick.

7. Client Transfer Rule: BillQuick now transfers actual Client Names and Job Names
(project) instead of numerical IDs from NIfice AccountingClient contacts from
BillQuick transfer taMS Office Accountingutomatically when you synchronidents.

8. Time Entries: Microsoft Office Accounting does not support negative time entries, and
hence these entries do not transfieom BillQuickduring synchronization.

9. Expense Rule:BillQuick sends expense entries directly to MS Office Accounting as a
Vendor Bill from the Expense Log screen. You can get all expenses from Office
Accounting into BillQuick database.

10. Invoice Record Rule: Oncean invoice is synchronized, it cannot be moved or
synchronized again. Moreover, invoices (processed and draft) can be sent from BillQuick
to MS Office Accountingut BillQuick does not receive pending invoices fid® Office
Accounting

11. Payments Transfer Rule:

1 Payments fronMS Office Accountingre transferred to BillQuick even if the
associated invoices do not exist in BillQuick. These payments are regarded as
retainers. Similarly, payments from BillQuick8 Office Accountingansfer
even if the invices do not exist iDffice Accounting
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1 Retainer payments made directly to a clien¥id Office Accountingre notsent
to Bill Quick. Bill Quick transfers
Retainer.
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Integration Wizard

6 If you arenew to BiQuick andS Office Accountjnigitial integration
tasks will be completedfteryou have set up your information in one or
the other application.

Initial integration populates the BillQuickM6 Office Accountinfym database with information from

the other application. Your initial synchronization settings define what information and how much of it is
shared with the other application. For example, you may decide to m&/©ffice Accountindata for

only the last two years to BillQuick.

For initid integration setup, you can speafnchronization options on ttillQuick MS Office
Accounting Sync Settingsd then use the menu &hareeach type of data witMS Office Accounting
You can do this by referring to the scenario best describing yerds) as discussedliitial
Integration Scenarios .

Alternatively, you could make uséMS Office Accountintptegration Wizard iBillQuick, which is
easier and faster tool for initial integration. This wizard walks you through the initigiregess
mapping of accounts and items, and finally the data transfer.

MS Office Accounting Integration Wizard

The MS Office Accountinfiptegration Wizard is an easy to use tool for initial integration between
BillQuick andMS OfficeAccounting It walks you lirough the initial synchronization procedure and
populates the BillQuick ddffice Accountinglatabase with available data. While the same task could be
accomplished using th&llQuickMS Office Accounting Sync Settifigder tolnitial Integration

Scenaios), the wizard is an easi@nd faster tool for new users. By going through the items in the
wizard, you can accomplish the initial synchronization easily.

The steps involved in initial synchronization are accounting

) . ) Cl.z'l Microsoft Office Accounting  » Sync Settings
1. Start BillQuick, and open your compang.fil | _, _
Y QuickBooks » Send to OA '

2. Access théffice Accountingntegration A9 Peachtree Accounting 8 PR R

Wizard from the Accounting menu, Microsos

. . MYOEB b | e : .
Office Accountlng. #| OAlntegration Wizard
Export Invoices to Ledes 3

. . . Real_Time Sync with OA
3. TheMS Office Accountinttegration

Wizard opens. Click Next on the Welcome
screen.

Chart of Accounts
About MS OA

i Purchase Order
Receive Items

- Receive Items and Create Bill

= Vendor Bills
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You will be prompted
to choose a scenario . 4 >
that best describegour | & E* ‘@,

situation based on your Help Cancel Previous Mext Finish =
usage of B|||Qu|ck and Which of the following best decribes your situation:

MS Office Accounting

Microsoft Office Accounting Integration Wizard

& | am a Mew Office Accounting user and a Mew BillQuick

The next screen “ user. (New-New )

displayediepend on ,
what scenario you have | [ ==
chosen. In case of a ‘
New MS Office
AccountingJser, you
need to create a new
company file iMS
Office AccountingFor
users who have been
usingOffice Accounting
and/or BillQuick, you
are prompted to backup
your companydatabaseConfirm that you made a backup copy of y@ampanydatabaseand then
click Next.

| am an Existing Office Accounting Users and a Mew BillQuick
= user. ( Existing - New )

| am a Mew Office Accounting user and an Existing BillQuick
= user. ( Mew - Existing }

| am an Existing Office Accounting user and an Existing
= BillQuick user. { Existing - Existing )

You need to specify whicBffice Accountingzompany file yowant to use for the data sync. You
can either let BillQuick automatically search for the last @ffide AccountingCcompany file or
manually select one. BillQuick will then connect to yoOffice Accountinglatabasend access it.

Office Accountin@sso@tes accounts to all the service, expense and invoice related items. Please
select the Income Account, Expense Account and other accounts for invoice line items, invoice
summary items and service/expense items sefiffwe Accountingrom BillQuick. Skect the
appropriate default accounts from the available edogn lists.

Next, perform the Address, Phone and Fax Mappinhg.Office Accountingllows more than one
type of address, phone and contact information. Hence, for accurate data sync betwéea the
applications, specify the corresponding item inMf&e Accountindor BillQuick
Employee/Customer/Vendor Address and Employee/Customer/ Vendor Phone/Fax fields.

The wizard allows you to select modules of BillQuick that will sync@ifiice Accouting. In the

next few screens, specify your sync settings for sending or getting data. You can Send or Get data
to/from Office Accountingr skip the data sync for each module (Activity Codes, Expense Codes,
Employee, Client, Vendor, Projects, Time Entxpenses, Invoices and Payments).

10. Now you will be asked to choose the type of data integration. You can choose amongst

1 On-Demandd allows you to sync when you want to
1 On-Schedul& allows you to schedule the synchronization process
1 RealTime Synchronizan 6 allows you to have immedigteattime sync
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11. If you choose OfSchedule synchronization, you have to specify when you want to sync the data. You
are provided with various Sync Options to choose from in the next panel. If you choeBer@and
sync,data sync process will start.

12. To avoid data duplicity in case of existing users, the wizard attempts to find matching data and link
them. This is done using the Smart Match featuigilt@uick Office Accountingntegration. If it
fails to find a match oy will be able to match it manually. If you want to skip -amé&tch for certain
tables, you need to uncheck the options provided.

13. You mayneed to manually match the umatched BillQuick and Office Accounting items. The Office
Accounting items are dispky in the left list box while the BillQuick items are displayed in the right
list box. Select the Office Accounting and BQ items from each list in the grid and click the Match
Selected button. You can even view the matched data by clicking on the Shdveillattton. Once
done for all the urmatched items of various modules, click the Next button.

14. Now, BillQuick is ready to sync witidS Office Accountingnd a progress bar is displayed that shows
the data transfer process. Yiodata synchronization proceissthus completed!

o For future data sync, you can set the integration preferences using the
BQ-MSOA Sync Settingscreen.Readhe next chapter for details.
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Initial Integration Scenarios

Preferences controlling how BillQuick akticrosoftOffice Accauntingwork together are managed
through theBillQuickMS Office Accounting Sync Settisgeeen. BillQuick offers various integration
options for new and regular users of integration functitiQuickallows reatime, onschedule and on
demand synchrdmation.

Security Permissions

Before you ask BillQuick to synchronize data with@#f&e Accountingyou must have security

permission in BillQuick to perform the task. The BillQuick Supervisor ingarmpanyassigns integration
(and other) rights tasers.

Also,you mustdirect Office Accountingo allowdatacommunication with BillQuick. As the owner of

the Office Accountinglatabase, you must give that permiss@process calleBinabling Adits.
1.

2.

Open the MicrosofOffice Accounting application

Open the desiredDffice Accountingompany file.

Select File menu, Utilities, Add
Manager.

On the Office Accounting Addn
Manager
option against BillQuick. This wil
add the BillQuick menus and
toolbar to the MOffice
Acoountingapplication.

Click OK and then restathe
application to update th&ffice
Accountingsystem with
authorization.

BillQuick is now on th©ffice
Accountingoolbar. You can exit
from Office Accountinghow.

screen,|

Microsoft Office Accounting Add-in Manager

MNew add-ins have been installed on your camputer. Select the add-ins that wou want ta enable to

work in Microsoft Office Accounting.

Add-in Hame Type Enabled

| BillQuick. LIT : User Interface Add-in

When you open Micrasoft Office
Accounting, click Add-In-
rManager under File, Utilities.
You will see two options for
BillQuick, if you have 'Real-time'
option selected.

BillQuick Integration

[ (214 Jlkj' [ Caniel
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Scenario 1:
Existing BillQuick -New Office Accounting User

BillQuick users who are new ffice Accountingtart by transferring information from BillQuick to a
new Office AccountinglatabaseAfter creating théffice Accountindile and setting synchronization
preferences, you initiateynchronization anderifythe transferred data.

Please follow the steps below to integrate BillQuick @ffice Accounting
1. Office Accounting Database
Before integrating data with BillQuick, a n@#fice Accountingiser must first create a ne@ffice

Accountingdatabasend assign securipermissionsSee M®ffice Accountindelp and other
documentation for more details.

1. Open MSDffice

Accountingand | setupyour company
choose 06( & Company and Preferences
New Co mp a n . . .
X | p” y Company Welcome to the Small Business Accounting Startup Wizard
on. Wi
Opt O t Inkraduction This six part Startup Wizard helps you set up and use Microsoft Small Business Accounting. You must complete the
: Company and Preferences section to begin using Small Business Accounting, and we recommend that vou complete
Iau nChthe Startu p Comparty Details the Accounts, Customers, Yendars, Items, and Business Services sections aJs well. You can change any of the
leard tO help Set Up Accounts infarmation you provide o the selections you make ance you're finished with this Startup Wizard,
Select Start Date Reequired fields are a different color than others, To see the definition of an underlined word, dick the word, If vou
yOU Set u p a new need help with this Startup Wizard, click Help on any page. If vou leave, you can come back at any time by
. Drefelcnces selecting Startup Wizard from the File menu in Small Business Accounting.
com pany flle . Introduct To help vou enter your company’s information inko Small Business Accounting, you may want to locate the Following
(e SRR infarmation befare you begin:
Jobs
= Checking, savings, credit card, and other bank statements dated just befare your company’s start date
2 . Add Com pany Sales Tax and unrecorded and uncleared transactions for these accounts as of your company’s start date.
name and address Form Layout » Unpaid customer and wendor balances as of your company's start date,
. Auko Mumbering
deta] IS . . i = Asset, liability, and equity account balances as of vour company's start date.
il
If you prefer ko have someane assist you with setting up your company, Micrasoft has established a netwark of
Cash vs Accrual arcounting and software professionals who are Familiar with Small Business Accounting and can help you.
3, Select your Find & local accounting or software consulkant who can help vou with Small Business Accounting.
business type and
let Office
Accounting
suggest accounts
for it.

4. Enter the Start Date of the first fiscal year d@ineécompany. If you have transactions in
BillQuick that are from previougears, make sure that you specify the earliest fiscal year
to allow BillQuick to pass such transactions.

o This date is important because no data tsélhsferfrom BillQuick prior
to the start date of theeompanyas defined here. Office Accounting does
not allow this date to be changed later.

5. Select Job&All time and expenses must be billed to the job and not the client, even when there is
only one job per client.
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o In BillQuick, an expense is treated like a product. Therefore, you need to
choose both srvices and products to sync expenses.

6. Enter the relevant information and click Finish to save.

2. Backup Database

For the firsttime sync, it is important to back up your BillQuick compdatabaseSelect BackUp
Database from the Utilities menu. Bgfdult, BillQuick stores the backup copy in the same folder as the
company database (for example, the standard installation foléeogram FilesillQuick2009 x =

drive letter). If you want the database copy to be saved in another location, Gédeat SettingsMlisc
screenfrom the Settings menu, and entenaw location.

3. Sync Settings

For BillQuick to know what data to transfer and your other integration preferences, you need to define
integration settings. Later, you can fiume the setting for dayto-day integrationdee 5. Findune
Synchronization Settings below

1. Look at the statuat the bottomof the BillQuick screen. It displays tharrently openBillQuick
databaself it is not the one you want to integrate witlOffiee Accotingdatabasgselect File
menu, Open CompanyChoose the correct compargnd then continue to the next step.

6 If data integration is initiatdaktween BillQuick Sample database and
Office Accounting databasgu will bewarnedprior to the sync.

2. From the BillQuick Accounting menu, select Microgoftice AccountingSync Settings.

3' The BI”QUICk e BillQuick - Microsoft Office Accaunting Sync Settings IEI = @
MS Office P
& &

Accounting Sync
Settings screen
displays. On the

Help  Save  Close -

General | Send Settings  Get Seftings  Accounts Misc

General ab, 5B Data File:
Browse to the Server. Database:
. . [DataServerM3SMLEIZ 5356 | [BEEFmlessionalServices2003 | | Browse |
deswedc_)ﬁlce e
ACCOUntIng I:5Documents and Settingshadmnistratar My D ocumentshSmall Business Accounting\Eompanies\Sarr| Connect
database
BillQuick Database:
4. Cl i ComnecH [r:bigetS ample &rch Eng Databazel.mdb
to establish a link
W|th the Oﬂ:ice Add BilQuick Menus to SBA

Click on the button below to add Billduick Menus and Toolbar buttons to Microsoft Small Business Accounting.

Accounting
Company file.
Optionally, click
Add Menué
button to add
BillQuick to theOffice Accountingnenu.

Add Menus
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5. When done, click Save to sahesesettings.

6. Check whether the M®ffice Accountin@pplicatioris open toenable BillQuick tavork with it
(see Security Permissions gbove

7. Return to BillQuickBillQuickMS Office Accounting Sync Settisgeeen.

8. Since, we want —
to transfer data [] Do Mat Send Activity Codes lgrore Lagt Sunc Date
. . P odule:
from BlllQU|Ck activity Cod Ovenwrite Rule for Duplicate Records:
- Crivity Lode
to Oﬁlce_ . Expense Code O Mewver O Always G: Mast Recent
Accounting click Empéovee
. W -
the Send Settlngs Cﬁgntur Last Modified Filters: . .
tab Project O Al @ From  1/01/2009 S~ Te 1032000 .
' Time Entries Activity Code Filers:
Invoice Ol @ Fom | GEN:COMP ~ To | GEN:COMP -
9. On the left of Payment g .
. Activity Group Filters:
th_e screen is th oM @Fem | AL < Te aul -
BillQuickModule
I|St. VariOUS Last Syne on: Mizc Settings:

filters and other 12/12/2005 12:30:04 Ak

sync options will

be available

based on which module is selected here.

You only need to decide whether to send each type of BillQuick data to MS Office Accounting. If
you wish to restrict what data recosdransfer to Office Accounting, choose one or more filters.
See BillQuick Help for more information.

o The Get Settings tab is not used because we are sending data from
BillQuick to populate a new Office Accounting database.

10. Next, click on Accounts

Drefault Accounts for Invoice Line [tems Sent to SBA
the ACCOU nts Income Account for Services: Income Account for Expenses:
tab. MSOfflce Job Income hd Audit Fees -
ACCOUnt|ng Income Account for Services Line ltem Tax: Income Account for Expense Line ltem Tax:
requires default Other CashIncome - Interest Income -
accounts for Default Accounts for lnvoice Summarny lkems Sent to SBA

. . Income Account for Main Service Tax: Income Account for Main Expenses Tax:

elver_y invoice Interest Income hd Other CashIncome -
line items,
invoice summar Accaunt for Discounts: Ihcame Account for Misc Amount (Manual Ihvaice):
) ) y Cash Discount Given = Other CashlIncome '
items, service ;

Diefault Income and Expenze Accounts for Service and Expense [tems Sent to SBb:
and expense Income Account for Service |tems: Income Account for Expense [tems:
items_ ASSign Interest Income hd Other CashIncome -
Oﬁlce Expenze Accaunt far Service ltems: Expense Account for Expense ltems:
Accounting Interest Income - Interest Income -
Income and

Expense accounts for the BillQuick data (activity, expense, taxes, discounts, iricjdeshe
transferred toOffice AccountingClickonthe Save button and move on.
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Income Account for Services/Expenses: On a BillQuick invoice, time and expense details are
preserved but sent to Office Accounting as a lumpfswne entry for all the servicitems
(activities) and one entry for all the expense items on an invoice. The Income and Expense
accounts that are chosen here reflect invoice amounts sent from BillQuick. The corresponding
accounts in Office Accounting will show the transferred amoomthe Profit and Loss

statement.

Income Account for Service/Expense Line Item Tax: If you charge tax on service or
expenses, the specified accounts will reflect the tax amounts. When you transfer invoices with
taxes on them, the tax amounts show up e P&L under the accounts shown here.

Income Account for Main Service/Expense Tax: These accounts refer to the amounts
charged under the Main Service Tax (MST) and Main Expense Tax (MET) in BillQuick. The
accounts chosen here will reflect MST and MET eetipely in the P&L accounts@ffice
Accounting

Account for Discounts: The account chosen here will show in the Office Accounting P&L
accounts. Discounts are applied to invoices in BillQuick in Billing Review and should have a
corresponding account @ffice Accountindor proper transfer.Youcan select any account
Name/Type from the droglown list.

Income Account for Misc Amount: This miscellaneous amount is for the lump sum of service
items on manual invoices. Any item that is not marked as amsgipeManual Invoictransfers

to Office Accounting as a miscellaneous amount and is reflected on the Profit and Loss report
under the account assigned here.

Income/Expense Account for Service/Expense Items: When activity and expense codes are

transferrad to Office Accountingthey are associated with the accounts selected here. The

accounts chosen for these items will not impact the P&L account and are solely for the purpose

of ensuring that there is an associated account with any expense code ahdaxtwi(service

item) transferred tdOffice AccountingE.g.,for each Activity Code used in BillQuick, you have to
specify the corresponding income account i n Of
be selected but you can select any otheroart Name/Type from the drojalown list.

11. Click on the Misc Misc
tab . InOfﬁCe Addresz Mapping: Phone and Fax Mapping:
ACCOUﬂtIng Microzoft SBA allows for more than one type of Microzoft SBA haz several Phone type fields.
It [ Address, Select which one to link with address Select which one to link with aszociated fields in
mu |p e fieldz in BilQuick. BillQuick,

addresses and
phone numbers

Employee Address:  |Home v Emplayee Phone: Home v

are defined Wh||e Employee Fax: Buziness wv
as in BillQuick

there is a Single Customer Address: Bill to v Cusztarner Phone: Otker “
addl’eSS fOI’ eaCh Cuztomer Fax: Home »
employee,

Vendor and Yendor Address Legal L' Yendor Phone: tdabile v
Client' Wendor Fax: Otherd v
Select the
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desired address fieddnOffice Accountinghat you wish to link to corresponding BillQuick fields.

12. Click the Save button to save all the sync settings and rules, and then exit.

4. Send Data

Now you are ready to send data from BillQuickQdfice Accounting

1. From the Accounting menu in accounting|

B|”QU|Ck, Sele(':t MicrOSOﬂ i‘z‘l Microsoft Office Accounting  » Sync Settings

Office Accounting, Send to &b/ quiksocts , 3

Office Accounting o et NE i

B Peachtree Accounting 3 Get from OA b 5}_\ Expense ftems

2. In tum, Se|eCt eaCh menu MYOB b ‘-TZ'I OA Integration Wizard a Employees

item, starting with Activity. Export Invoices to Ledes > = e

. . - = endor

After the progress bar _ Real_Time Sync with QA =3

indicateghat the transfer is cher ofcesuns About MS OA L Gl

complete, open the p| Purchase Order £ Projects

corresponding screens in Receive Items S Tmeknty

BIIIQUId(_ andOfﬂCe. Receive ltems and Create Bill L%\ Invoices

Accountingand verify

whetherthe data is complete. [ Vencorsis W Payments

SeeQuick Checkfor more Al

information.

Repeat this step for the next menu item. Below are the BillQB&kdmenu items and the
correspondingDffice Accountingcreen.

BillQuick MSOA
Send Menu Item Screen
Activity * Service Iltem
Expense Items* Non-Inventory Item
Employees* Employee
Vendor* Vendor
Clients* Customer
Projects* Job
Expense Log* Expense
Time Entry* Time Entry
Invoices* Invoice
Payments* Payment
* The screen name miagy different based on your profession or industry, or if you customized them using
Bill Quickd6s Custom Label feature.

5. Fine-Tune Synchronization Settings

After you check the data transferred @ffice Accountingyou may wish to change your integration
settings to ones better suited to d&y-day synchronizatiofPlease sdeay-to-Day Integration Settings
for more information.
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Scenario 2:
New BillQuick -Existing Office Accounting User

Office Accountingisers who are new to BillQuick start by transfegrinformation fronmOffice
Accountingo a new BillQuicldatabaseAfter creating the BillQuick company file and setting
synchronization preferences, you initiate synchronizatiorvaritythe transferred data.
Please follow the steps below to integratié#@uick andOffice Accounting

1. BillQuick Company

Before integrating data, a new BillQuick user must first create a new BillGarighanydatabase.
BillQuick requires security permissions to perform this t&se BillQuick Help and other documentati
for more detalils.

1. In BillQuick, select File, Nefstom the menu Choose the type of database technology you wish
to use. If unsure, choose Standard.

o The database technology available to you depends on the BillQuick
Edition purchased. If you are unsuwvhat edition you licensed, select
About BillQuick from the Help menu. The edition abbreviation displays right

after the version number.

Edition Database Technology

BillQuick Basic Microsoft Access (Standar¢
Microsoft Access

BillQuick Pro Microsoft SQ Desktop
Engine

Microsoft Access
Microsoft SQL Desktop
Engine

Microsoft SQL Server

BillQuick Enterprise

2. On the New BillQuickDatabasalialog, enter a name for the new database. Most
commonly, thecompanyname is used for easy identification. Click@pen button.
BillQuick creates the database and opens the BillQuick-Samterview wizard.

o The BillQuick Startp Interview can be closed and reopened later. To
do so, selecWizard,BillQuick Interview from the View menu.

3. On the BillQuick StartUp Interview panel, click the Next button.
4. Leave Business Type blank. If you select a type, BillQuick copies irgpestifjc activity
(service) and expense codes into yoompanydatabase. These codes are not needed

becausatemswill transfer fromOffice Accountingnto BillQuick.Click the Next button.

5. Custom Labels allow you to customize key business terms to your profession and firm
preferred terminology in BillQuick. Customizing terms eases transition from your old
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time & billing solution. Selecbyr preferred terms from the drofown lists. When
done, click the Next button.

On the Company
Name panel,
enter your
company name.
Spell it exactly as
it appears on
your License &
Registratioror
Evaluation Key
documentor
email received.

Click the Next
button to accept
the defaults on
the remainder of
the panels. You
can update these

BillQuick Start-Up Interview

< F B

Mext

Company Name

@ i

Help Cancel Finish -

Previous

Your company name prints on invoices, statements and reports. If
you are evaluating BillQuick, please enter the name of your
company.

If you have purchased BillQuick, please enter your company
name exactly as it appears on the email containing the license
and registration keys. Your BillQuick license key is based on your
company name.

Enter your Company Mame:
|XYZ Consulting Corporation

options later on theslobalSettings and User Preferences screens. On the last panel,
click the Finish button

The BillQuick
Initial Setup
Checklist wizard
displays. Thi
wizard enables
the first time
user to create
master
information;
setting up basic
employee, client,
project, etc,
confirming the
actions using the
checklists. When
done, click the
Close button.

Next, the
Company screen

BillQuick Initial Setup Checklist

gt 4
& &
Help Close -

BillQuick Initial Setup Checklist

To help you get started with BillQuick, we recommend you to complete the following wizards. To exit, click Close.

&

Emplaoyes

Add Employee to your company file. The wizard walks you through each step and kes it easy
to add Employees.

Client

Creates Client profiles. Client information concerning the projects, hours, expenses, billable
amounts, and cost amounts that you've generated for each client.

Project

Creates Project profiles. The information recorded to the project record determines how the
project is billed and managed.

Activity Codes
Creates list of activities or tasks for your company. Activity codes are time-based billable and non-
billable actions performed by timekeepers.

bt i

Expense Codes

Create list of expenses for your company.

displays. Either complete the fisinow and click the Save button when do©e click
the Close button and perform this task later.
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10. From the File menu,edect Login. For User
| D, dupegpvisod(Without quotes), then
f or pas s suparvisgd(withgup e 6
guotes). This gives youlf security
permissions in BillQuick to perform
integration tasks.

2. Backup Database

For the firsttime sync, it is important to back up yoOffice AccountinglatabaseSelect Backup option
from the File menu, Utilities, Data Utilities. AlsoQffice Accountingiou need to enable BillQuick to
access its dataé¢eSecurity Permissi@movg

3. Sync Settings

For BillQuick to know what data to transfer and your other integration preferences, you need to define
integration settings. Later, you chime-tune the settings for datp-day integrationdee 5. Findune
Synchronization Settings below

1. Look at the status linat the bottomof the BillQuick screen. It displays ttarrently open
BillQuick databasdf it is not the one you want to ingggrwith theOffice Accountirtatabasge
select File menu, Open Compar§hoose the correccompanyand then continue to the next
step.

2. From the BillQuick Accounting menu, |Acceunting
select MicrosofOffice Accounting C"z'l Microsoft Office Accounting  » Sync Settings
Sync Settings.

R )

QBO QuickBooks 4 Send to OA 4

30 i

fo Peachtree Accounting 4 Get from QA 4
MYOB b sz‘l OA Integration Wizard

Export Invoices to Ledes 3 ) .
Real_Time Sync with OA

Chart of Accounts
About MS 04

Purchase Order

Receive [kems

ol Receive [tems and Create Bill

— | Vendor Bills
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