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If you are using QuickBooks Pro/Premiere/Enterprise, read on. If you are using QuickBooks Online, skip to page 7

Part | - Downloading the Application

1. Loginto your Bill4Time account and scroll to IN) Powered by BilldTime | Settings | | ldeas | Support
the bottom of the page.

2. Click on the Downloads link.
3. Click on the Bill4Time QB Connect link on the
Downloads page.

Downloads link

4. Click Run and then the Bill4Time QuickBooks Connector Setup will appear.
Follow the steps of the setup and click Install when prompted.
6. Click Finish and the QuickBooks Connector will launch. Proceed to Part Il.

bl

Actions Settings About

Bill4Time Settings Validate Successfully

QuickBooks Settings Validate Successfully

oo |o

Validate QuickBooks Items List Before Proceeding
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Part Il — Entering Settings (QuickBooks

Pro/Premiere/Enterprise)
Entering Your Settings
For QuickBooks Pro/Premiere/Enterprise

2018

These instructions are when you are opening the QB Connect Application for the first time. Once you have saved
successfully entered and saved your settings, you won’t have to go through these steps again.

Entering Bill4Time Settings

1. Under Firm ID, put in your Bill4Time
Firm ID.

2. Under Username put in your
Bill4Time username.

3. Put a check mark next to the pertinent settings.

Usemame

Bill4Time Settings
Firm 1D

[ Do you collect taxes?
v Automatically add missing clients.

98|

Figure 1: B4T Settings

4. Click the validation button located at the right. A Login to BilldTime pop-up with come up having you enter in
your password. If the information is correct, this button will then show a green checkmark. If the validation fails, you
will see the error message at the bottom of the screen. You can also read the error message by hovering your mouse

over the validation button.
5. Click the Save Settings button.

Entering QuickBooks Settings

1. From the Settings tab of the File

application choose the version of
QuickBooks that you are currently
using.

2. Click on the Browse button next to the
File field to choose your QuickBooks
company file
(the file should end with a “.QBW” suffix) or
if you already have your QB file open, leave
it blank, the program will automatically sync
to that file you are currently in.

3. Click on the validation button located under
the Browse button to validate your
QuickBooks settings. You will see a
QuickBooks — Application with No
Certificate pop- up (see Figure 2). Check the
option “Yes, always; allow access even if
QuickBooks is not running” (so you can run
the QB connect program without having to
open your QuickBooks file) and click
Continue. From there you will see a Confirm

to Proceed pop-up and click Yes, then Done.

If the information is correct, this button will
then show a green checkmark. If the
validation fails, you will see the error
message at the bottom of the screen. You
can also read the error message by hovering
your mouse over the validation button.

4. Click the Save Settings button.

QuickBooks - Application with Ho Certihcate

QuickBooks Settings
Version

QuickBooks Desktop -

| Browse
Leswve if empfy fo connect fo the currenf opened QuickBooks company file

Figure 2: QB Settings
X

An application without a certificate is requesting access to the
following QuickBooks company file:

Smith & Smith, LLC
Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user inkerface,

The Application Calls Tkself
B4TConnector

Certificate Information
This application does not have a certificate. QuickBooks
cannot verify the developer's identity.

QuickBooks Solutions Marketplace
Search For information sbout this application at the

7 QuickBooks Salutions Marketplace

Do wou wank ko allow this application to read and modify this company File?
{:) Mo

() ¥es, prompt each time

() es, whenever this QuickEooks company file is open

() ¥es, always; allow access even ik GuickBooks is nok running:

O Allow this application to access personal data such as Social Security Numbers and

customer credit card information, Tell me more

Cantinue. ., I [ Cancel I [ Help

Figure 3: Application with No Certificate
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Entering QuickBooks Items

1. Fill out the QuickBooks Items.

Click the Save Settings button.

3. Keep the application open to the
Settings tab and go to the next
instructions to setup your items in
QuickBooks.

N

Aligning Your Bill4Time Settings with QuickBooks
For QuickBooks Pro/Premiere/Enterprise

Open QuickBooks.
Click on Lists in the pull down menu.
Click Item List and leave the page open.

s wN e

2018

QuickBooks Items

Invoice Labor ltem
Invoice Expenses Labor Tax ltem
Expense Tax ltem

Invoice Late Fee

—
——
—
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Discount ltem

Figure 4: QB Items

Go back to the Bill4Time QB Connect application.
Make sure that the items listed in the QuickBooks Items section also listed in QuickBooks. The Bill4Time

items MUST all be included in the QuickBooks Item List, and listed exactly the same in the QuickBooks

Item List. See Figure 5

Smith & Smith - QuickBooks Pro 2014 - [ltem List]

ile Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help

Look for in Allfields - | Search Search within results
My Shortcuts E 3 E o «: TYPE CCOUNT - s
+ Expense Tax Senice Legal Fee Income = = -
. PR ; - x
M Home o BTETSES S L e TR Bill4Time QuickBooks Connect 2.0.8.1
Labor Service Legal Fee Income
F My Company * Acti Setti l
a " t ettings About
+ Labor Tax Senice Legal Fee Income chions d ou l
) Income Tracker +Late Fee Senice Legal Fee Income Bill4Time Settings
+ Discount iscount  Legal Fee Income Firm ID SANDS I Do you collect taxes?
Calendar » Subtotal Subt. Usemame |janesmith ¥ Automatically add missing clients |
Snapshots ¥
2 QuickBooks Settings
Customers .
Version |QuickElooks Online j
Fil ]
| My Shortcuts Leave it empfy to connect fo fhe cument opened QuickBooks company file
B view Balances Unsubscribe | «
M Run Favorite Reports .
QuickBooks Items
B open Windows i i
Invoice Labor ltem |Labor Invoice Late Fee Late Fee
Invoice Expenses |Expenses Labor Tax ltem Labor Tax
Discount ltem Discount Expense Tax ltem  |Expense Tax
Deposit To Account |Undeposited Funds ~ Non-Tax Code
Leave blank if no fax code used Q
Save Settings Test All Settings ‘ Cancel
tem * Activites ¥ Reports ¥ Excel ¥ Attach

6.

Figure 5: Matching the QB Items in both applications

If there are any missing items in the Item List page, do the following on the page (see Figure 6):

a. Click on the Item button at the bottom left corner.

b. Click on New. A New Item page will open.

c. Inthe Type section, choose the desired type for this listed item.

d. For Iltem Name/Number, type in the item listed as listed in the Bill4Time QB Connect window.
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Use for services you charge for or purchase, like
specialized labor, consulting hours, or professional
fees

ltem MName/Mumber "1 Subitem of

Labaor ~
1 This semvice is used in assemblids or is performed by a subcontractor or partner

Description Rate

Account

Legal Fee Income -

Cancel

Actions

~Bill4Time Settings

Settings |

2018

About |

Firm ID

Usemame

ISANDS ™ Do you collect taxes?

|janesm|th v iAutomatically add missing clients.;

v

—QuickBooks Settings

Version

File

IQuickBooks Online j

I -

Leave i emply fo connect fo the cument opensd GuickBosks company file

Unsubscribe il

—QuickBooks Iltems

> Invoice Labor ltem
Invoice Expenses

Discount ltem

Deposit To ACCOU”tIUndeposited Funds

ILahor
IExpenses
IDiscounL

Invoice Late Fee

ILate Fee
Labar Tax ltem ILabor Tax
Expense Tax ltem IExpense Tax

Non-Tax Code
Leave blank if no fax code used o

Save Settings |

Test All Settings |

Cancel |

Figure 6: Adding the “Labor” item in QuickBooks

e. Inthe Account pull down menu, choose the desired account.

f.  Click the OK button.

g. Repeat Steps a-f for the additional items that need to be listed in the Item List.

You are now done installing the Bill4Time QuickBooks Connect Application.
It is now synchronized with your QuickBooks Pro/Premiere/Enterprise.
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Part Ill — Importing Data (QuickBooks Pro/Premiere/Enterprise)

Importing Your Bill4Time Data to QuickBooks
For QuickBooks Pro/Premiere/Enterprise

2018

1. Click the Export Bill4Time Data into QuickBooks button. Transfer times vary depending upon the amount of

invoice totals to be transferred.

2. A pop-up window will open, listing all data that is ready to be transferred as shown in Figure 7.

Details

Total records: 262 Total records to be imported: 230

Total invoice: $6,907,900.68 Total payments: $0.00 Total balance adjust.: £750.00

=)

QuickBooks Import
Save to file

transDate transAmounts|  ServiceTotal)

LateFee|transType checknu =

10/B2009 387.24 300.00
8/28/2009 21.40 20.00
9/29/2009 35220 300.00
9/29/2009 256 .80
8/25/2009 8560
9/29/2009 535.00
9/29/2009 4087
8/29/2009 167,062.75
8/28/2009 a7z
8/28/2009 556.40
9/29/2009 786 .45
9/29/2009 535.00
8/25/2009 20,081.70 1874825
9/29/2009 1,604.94 1,482.00
9/29/2009 288.72 400.00
8/29/2009 584.75 525.00
8/28/2009 21077 1,800.00
8/28/2009 2,140.00 2,000.00
9/29/2009 107.00 100.00
9/29/2009 313745 2,786.40

3. Ifyou see at the top left corner of the pop-up window, an error message, do the following:

a. Scroll to the right-most in this pop-up window.

b. Open the QBErrorMsg column header shown in Figure 8 to reveal error message.

=]

Details
Total records: 262 Total records to be imported: 230
Total invoice: $6,%07,900.68 Total payments: $0.00 Total balance adjust.: §750.00
scountAmount LateFee|transType checknumber |p|clientMame transacti|internallransld | QBErrorksg QBTXNID
1 0.00 ol 123-John Adar Single iny 20325 Invoice already exist in CluickBooks. | BBE-1300753%]
2 0.00 ol 111 -AdAInc. July Bate 20323 Invoice already exist in QuickBooks. | BB8-1300753¢
3 0.00 ol Kate Bell July Batc 20322 Invoice already exist in QuickBooks. | BB5-1300753¢
4 0.00 0l New Client Ma July Batc 20321 Invoice already exist in QuickBooks. | BB2-1300753¢
5 0.00 0l AALA July Batc 20320 Invoice already exist in QuickBooks. | BAF-1300753!
6 0.00 ol Stockton Bark: July Batc 20318 Invoice already exist in QuickBooks. | BAS-1300753!
7 0.00 ol test July Batc 20316 Invoice already exist in QuickBooks. | BA3-1300753!
8 0.00 ol FD1GEN July Batc 20313 Invoice already exist in QuickBooks. | B9A-1300753!
9 0.00 ol Bruce Beverly July Batc 20311 Invoice already exist in QuickBooks. | B34-1300753¢
10 0.00 ol ABC Corp July Batc 20310 Invoice already exist in QuickBooks. | B91-1300753%
1 0.00 ol John Jones  July Batc 20309 Invoice already exist in QuickBooks. | B8E-1300753%
12| 0.00 ol Jeo July Batc 20308 Invoice already exist in QuickBooks. | BEB-1300733¢
13 0.00 ol Test Client 1 July Batc 20307 Invoice already exist in QuickBooks. | B38-13007538
14| 0.00 ol Howard Johns July Batc 20308 Invoice already exist in QuickBooks. | B85-13007538
15| 0.00 ol test 12 July Batc 20305 Invoice already exist in QuickBooks. | BE2-13007538
16 0.00 ol Jim Brewser Inc July Batc 20304 Invoice already exist in QuickBooks. | BTF-13007538
17| 0.00 ol Camp Emzee  July Batc 20302 Invoice already exist in QuickBooks. | BTC-1300753¢
18| 0.00 ol Congregation | July Batc 20301 Invoice already exist in QuickBooks. | B76-13007538
19| 0.00 ol Excel Busines: July Batc 2029% Invoice already exist in QuickBooks. | BT0-1300753¢8
20 0.00 ol test client July Batc 20298 Invoice already exist in Quicﬁuks | BSD-1300753¢F ~
¢ = C

Figure 8: QBErrorMsg by scrolling far right
4. If you are not sure about the errors listed, click the Save to file button to download a .txt file of these listed

items, and contact Bill4Time Technical Support.

5. Click the QuickBooks Import button. All lined items without an error message will be transferred.

You are now done importing your invoice items from Bill4Time to your
QuickBooks Desktop account. For QuickBooks Online, continue on.
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Part | - Downloading the QuickBooks Connector
Downloading the Application to integrate with QuickBooks Online

7. Loginto your Bill4Time account and scroll to IB) Powered by Bill4Time | Settings | | deas | Support
the bottom of the page.

8. Click on the Downloads link.
9. Click on the BilldTime QB Connect link on the
Downloads page.

Downloads link

10. Click Run and then the Bill4Time QuickBooks Connector Setup will appear.
11. Follow the steps of the setup and click Install when prompted.
12. Click Finish and the QuickBooks Connector will launch. Proceed to Part Il

Actions Settings About

M billitime = = o=

=

JUR—

Bill4Time Settings Validate Successfully
QuickBooks Settings Validate Successfully

Validate QuickBooks Items List Before Proceeding

©|o|e
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Part Il - Entering Settings (QuickBooks Online Edition)
Entering Your Bill4Time QB Connect Settings
For QuickBooks Online

Entering Bill4Time Settings

Under Firm ID, put in your

Bill4Time Firm ID.

Under Username put in your

Bill4Time username.

Put a check mark next to the pertinent
settings.

Click the validation button off to the right.
A pop-up window will come up.

Usemame

BilldTime Settings
Firm ID

[~ Do you collect taxes?
v Automatically add missing clients.

[<]

Figure 1: B4T Settings

Fill in the login information and click the Ok button.
Once the validation has gone through, the validation

button will show a green checkmark.
Click the Save Settings button.

Entering QuickBooks Settings

N

Open the Bill4Time QB Connect application.
Click the Settings tab.

In the Version pull down menu, choose
QuickBooks Online.

Click the Subscribe button shown in Figure 2.

Your browser will open up to the QuickBooks
Sign In page.

Put in your QuickBooks Online login
information and click the Sign In button.

You will then be on to the access to Intuit
page shown in Figure 3 and from here click
the Authorize button.

The next page will let you know you have
successfully connected to your QuickBooks
Online account and can close the browser
window.

Go back to the Connector and click the Save
Settings button.

QuickBooks Settings

Version QuickBooks Online hd
File r

Leave i empfy fo connect fo fhe cumenf opened QuickBooks company file

Subscribe g

Figure 2: QB Settings for QB Online

Authorize the Sharing of Your Data Between Bill4Time
QuickBooks Connect and Intuit

D
quickbooks.

Kristin ONeill's Company Bill4Time QuickBooks

Connect

By clicking Authorize, | allow Bill4Time QuickBooks Connect and Intuit to use my information™ in
accordance with each company's respective terms of service and privacy policy; BilldTime QuickBooks
Connect's Terms of Service and Privacy Policy. Additionally, where applicable, | give Bill4Time QuickBooks
Connect limited access to my QuickBooks Payments account to provide me payments-related services. |
authorize the sharing of data between Intuit and BilldTime QuickBooks Connect. *Information may include

data from QuickBooks Online, QuickBooks Desktop and QuickBooks Payments.

Mo, thanks

Figure 3: Access to Intuit
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Entering QuickBooks Items
QuickBooks Items

1. You have four main items that need to be added Invoice Labor em InvoicelztelE e

to your QuickBooks Item list (if they are not .
) . Invoice Expenses Labor Tax ltem
already in there); Labor, Expenses, Discount, and

Late Fee. If you collect taxes then you will also Discount ftem Expense Tax ftem

need Labor Tax, and Expense Tax. If there are any
items missing in your list you can add them in
your Product and Services List. Figure 4: QB Items

2018

—
——
—
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2. Inyour QuickBooks Online account, go to your Settings (gear icon next to your company name). Then click on the

Product and Services List. To add a new one, follow the steps below:

wntuit

ab quickbooks = Kristin ONeill's Company

a. Click the New button

Dashboard All Sales Invoices Customers Products and Services
(see Figure 5).
. Banki ]
b. Putinthe name of the nng Products and Services T o |m‘
list item as exactly Sales €Al
listed in the Bill4Time
. Expenses
QB Connect window.
c. Putinthe other Workers
requ ired information. Reports L] MNawe- TYee COST | Thxhme AcTion
d. Make sure the _ O Discount Service Bill4Time QuickBooks Connect 2.0.8.1 = =
Price/Rate field is left . | |
. . . i Actions ettings About
blank. Bill4Time will Accounting - N . BillTime Setings
automatically fill that y Firm ID [GANDS I Doyou collsct taxes?
y Accountant K -
in Iater fOr yOu . Usemame janesmith W Automatically add missing clients.
. ] Expenses Service ﬂ
. Click the Sav n. Apes
C ckthe Sa € bUttO QuickBooks Settings
f. Repeat Steps a-e . Version ‘Qun:kBaaks Online j
Lo Fis [ —
for a" the Other Leave  emply fo oonnect fa the cumen opened GuiokEooks company i
items- Unsubscribe ﬂ
3. Once all items are identical o Lebor Tax ° QuickBooks ltems
in both a pp“cations’ click Invoice Labor ltem  |Labor Invoice Late Fee Late Fee
the Validation button. O Late Fos Invoice Expenses |Expenses Labor Tax ltem
h | . Discount ltem Discount Expense Tax ltem
4. Once the validation button Deposit To Account [Undepasited Funds | Non-Tax Code  JNON
shows the green o Sales Senice R o
Checkma rk, Save Settings ‘ Test All Settings ‘ Cancel

click the Save Settings

button.
5. Keep the BilldTime QB Connect application open to the Settings tab.

During the final step of the installation, the installer will download and install online updates. It is critical that you allow

the installation of these online updates in order for the program to function correctly.

You are now done installing the Bill4Time QuickBooks Connect Application.
It is now synchronized with your QuickBooks Online.
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Part lll — Importing Data (QuickBooks Online Edition)

Importing Your Bill4Time Data into QuickBooks
For QuickBooks Online

1. Click the Export Bill4Time Data into QuickBooks button. Transfer times vary depending upon the amount of
invoice totals to be transferred.
2. A pop-up window will open, listing all data that is ready to be transferred as shown in Figure 6.

Details =]
Total records: 262 Total records to be imported: 230
Total invoice: $6,907,900.68 Total payments: $0.00 Total balance adjust.: $750.00
transDate transAmounts| ServiceTotal| ServiceTax checknu &
1 104812009 39724 300.00 21.00
2| 9/29/2009 20323 21.40 20.00 1.40 0.00 0.00 0.00 ol
3| 9/29/2009 20322 35220 300.00 21.00 31.20 0.00 0.00 ol
4 9/29/2009 203 256.80 240.00 16.80 0.00 0.00 0.00 ol
5 9/29/2009 20320 85.60 80.00 5.60 0.00 0.00 0.00 ol
[ 9/29/2009 20318 535.00 500.00 35.00 0.00 0.00 0.00 ol
T 9/29/2009 20316 40,67 0.00 0.00 38.07 160 0.00 ol
B 9/29/2009 20313 187,082,735 174,825.00 1223775 0.00 0.00 0.00 ol
9| 9/29/2009 2031 272 122 0.09 132 009 0.00 ol
10| 9/29/2009 20310 556.40 520.00 36.40 0.00 0.00 0.00 ol
11 9/29/2009 20309 786.45 735.00 51.45 0.00 0.00 0.00 ol
12| 9/28/200% 20308 535.00 500.00 35.00 0.00 0.00 0.00 ol
13 9/28/200% 20307 20,0681.70 18,749.25 1,312.45 0.00 0.00 0.00 ol
14] 9/28/200% 20306 160484 1,486.00 104.66 208 0.00 0.00 ol
15] 9/28/200% 20305 8ge72 400.00 28.00 46072 0.00 0.00 ol
16| 9/28/2009 20304 58475 525.00 3875 23.00 0.00 0.00 o1
17| 9/28/2009 20303 21077 1,800.00 126.00 17268 12.09 0.00 o1
18| 9/28/2009 203m 2,140.00 2,000.00 140.00 0.00 0.00 0.00 o1
19| 9/28/2009 20289 107.00 100.00 7.00 0.00 0.00 0.00 o1
‘ | 20| 9/28/2009 20288 3,137 .45 2,786.40 195.05 156.00 0.00 0.00 o1 &2
4 3

riyure o. INvuILE DULU TEUUY LU pE ITTIPUILEU LU WD

3. Ifyou see at the top left corner of the pop-up window, an error message, do the following:
a. Scroll to the right-most in this pop-up window.
b. Open the QBErrorMsg column header shown in Figure 7 to reveal error message.

Details =]
Total records: 262 Total records to beimported: 230
Total invoice: 6,807,900.68 Total payments: 50.00 Total balance adjust.: 5750.00
scountAmount LateFee| transType checknumber | p| clienthame transacti| internalTransld | QBErrorklsg QBTHNID
1 0.00 ol 123-John Adar Single iy 20325 Invoice already exist in CuickBooks. | BBE-1300753%;
2| 0.00 ol 111 -AAA Inc. July Batc 20323 Invoice already exist in QuickBooks. | BBE-1300753¢
3 0.00 ol Kate Bell July Batc 20322 Invoice already exist in QuickBooks. | BBS-1300753¢
4 0.00 ol New Client Ma July Batc 20321 Invoice already exist in QuickBooks. | BB2-1300753¢
5 0.00 ol AALA July Batc 20320 Invoice already exist in QuickBooks. | BAF-1300753!
6| 0.00 ol Stockton Bark: July Batc 20318 Invoice already exist in QuickBooks. | BAS-1300753!
7 0.00 ol test July Batc 20316 Invoice already exist in QuickBooks. | BA3-1300753!
8 0.00 ol FDGEN July Batc 20313 Invoice already exist in QuickBooks. | BIA-1300753!
9 0.00 ol Bruce Beverly July Batc 20311 Invoice already exist in QuickBooks. | B94-1300753¢
10 0.00 ol ABC Corp July Batc 20310 Invoice already exist in QuickBooks. | B91-1300753¢8
1 0.00 ol John Jones  July Batc 20309 Invoice already exist in QuickBooks. | BBE-1300753¢8
12| 0.00 ol Jeco July Batc 20308 Invoice already exist in QuickBooks. | B8B-1300753¢
13| 0.00 ol Test Client 1 July Batc 20307 Invoice already exist in QuickBooks. | B88-1300753¢8
14] 0.00 ol Howard Johns July Batc 20308 Invoice already exist in QuickBooks. | B85-1300753¢8
15| 0.00 0l test 12 July Batc 20305 Invoice already exist in QuickBooks. | B82-1300753¢5
16 0.00 0l Jim Brewer Inc July Batc 20304 Invoice already exist in QuickBooks. | BTF-1300753¢5
17 0.00 ol Camp Emzee July Batc 20303 Invoice already exist in QuickBooks. | BTC-1300753¢
18 0.00 ol Congregation | July Batc 20301 Invoice already exist in QuickBooks. | B78-1300753%
19 0.00 ol Excel Busines: July Batc 20299 Invoice already exist in QuickBooks. | B70-1300753%
20 0.00 0l test client July Batc 20298 Invoice already exist in Quicﬂuks | B6D-1300753%
< —_— E

Figure 7: QBErrorMsg by scrolling far right

4. If you are not sure about the errors listed, click the Save to file button to download a .txt file of these listed
items, and contact Bill4Time Technical Support.
5. Click the QuickBooks Import button. All lined items without an error message will be transferred.

You are now done importing your invoice items from Bill4Time to your
QuickBooks Online.
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