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INSTALLING THE QSALESDATA SOFTWARE

1. We recommend performing your first install on the computer/server that hosts your ACT! database if
you are going to be in a multi-user system. If you are a single user, go to the computer that you want
to run the QSalesData software. Close out of ACT! and QuickBooks if either are open.

2. Go to www.QSalesData.com/install

3. Before doing anything else, select and print the appropriate Checklist Document from the
Install Page you now have open. There will be one  for Single User and Multi User installs.
This Checklist document will guide you through the QSalesData installation process, and
make sure you don’t miss any installation steps.

4. Download and run the appropriate QSalesData install file for your version of ACT!.

5. When you get the Components to Install screen, choose the appropriate components to install. If the
user is a QuickBooks user as well, you want to install both components. If the user is not a
QuickBooks user, and you just want to give them the QB Transactions Tab functionality, then
uncheck the Import Components option, and install only the Display Components.

| QeelesDa30Setp T T

Choose Components —
Choose which features of QSalesData 3.0 you want to install. (4)
Chedk the components you want to install and unchedk the components you don't want to
install. Click Install to start the installation.

Select components to install: Description
Import Components i
[] 0B2010 Canada
Space required: 24.4MB
[ < Back ][ Install l ’ Cancel ]

6. If you are installing QSalesData for the first time on this machine, click on YES to Install the
Connector Library files. If you are upgrading, click on NO.

P e ——

i1 Q5alesData 3.0 Setup & l-"‘-l
I.-”"_"\-.I Install QB Data Connector Library? (If you are upgrading an existing

L ¢ install click Mo)
| es | ’ Mo ]
_ |

7. If you get prompted to Modify, Repair or Remove, choose the REPAIR option and click on Next.

8. Click on INSTALL.

9. Click on FINISH, and the installation is complete.
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LICENSING THE QSALESDATA PRODUCT

The QSalesData software will run in trial mode for 15 days when you first install it. While in Trial Mode,
the software will have full functionality. After 15 days you will need to purchase a license, or the software
will no longer run. You need a license for each physical workstation that will be running the QSalesData
software. The first time you open ACT! after installing the Q  SalesData product you will be

prompted with the following screen.

o Qi ——— ==
i

You can run the software in
QSalesData Trial Mode for up to 15 days by
clicking on the TRY button.
Effective Solutions, Inc. When you have purchased your
Version: 3000 licenses you can click on the
REGISTER button to enter your
serial numbers.

0 of 15 days
remaining

You can run the software in Trial Mode by clicking on the TRY button. After you have purchased your
licenses, you can click on the REGISTER button to enter in your Serial Number and Company information
and activate your license. When you click on REGISTER, you will get the following window:

& 2ot R ==
i

Register QSalesData
To continue you must register your copy of QSalesData.

Fill out your specific Company

and Contact information, enter

in the Serial Number provided

Serial Number ® to you and click on the

I REGISTER button. NOTE: You
need an Internet Connection for

the license to activate.

QOrganization

Phone Number @

Email Address @

[ Activate automatically when | am online.

Regiter | W

When you click on REGISTER the program will go out to the Internet and verify and activate your Serial
Number. Once activated, ACT! will start up, and the QSalesData software is ready for use.
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BUILD QSALESDATA FIELDS IN ACT — STEP 2 OF INSTALL CHECKLIST

There is a series of fields that need to be created in order for the QSalesData product to work properly.

We have created a program that will build these ACT fields for you.

between 5-10 minutes to complete.

1
2.
3.
4

info for an ACT user that has administrator rights.

| ' '
ol BuildFields = B

Note: This process will take

In ACT, go to File > Backup > Database, and make a current backup of your ACT! database.

In ACT, go to View > Contacts then go to Tools > QSalesData Import

Click on the BUILD FIELDS button and say YES to continue.

You will get the following window. Select the field sections you want to build and enter in the login

Choose Fields To Build

Contact and Custom Tab fields are mandatooy
for QEsalesData to work properly.
fields are optional

Contact Fields
Custam Table
4 [ 5 Year Totals

Act Login
Thiz login must be an Act Administrator

Username:

Password:

Status: Idle.

Close

|: Build Fields :| |:

Opportunity Fields |

Building the Contact and Custom Table
fields is mandatory. Building Years 4/5 is
optional. You only need to build the
company fields if you plan on using
Company Records in ACT and you want to
see sales fields there.

Building the Opportunity fields only applies
if you are running ACT 2010 or higher.
This will let you utilize the Opportunity to
Invoice features discussed later in the user
guide.

AR

Enter in the login and password information
for an ACT user that has administrator
privileges.

5. Once you have the appropriate check boxes selected and your ACT Login information entered, go
ahead and click on the BUILD FIELDS button and the QSalesData program will build the appropriate

fields in your ACT database.




Here is a list of the fields built by the QSalesDat
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a BUILD FIELDS program.

Field Name Field Description Field Name ield Descr iption
. . Lifetime Sales total for data in

QB_InternallD Stores the QuickBooks unique ID STTotal the QB Transactions Tab

. Tag ACT contact for Contact Data Avg Sales Amt for data in the
QB_PrimaryContact Sync with QuickBooks ST AvgSaleAmt QB Transactions Tab
STLastinvoiceDate Last Invoice Date QB_0-30 A/R Balance 0-30 days

. . Date of First Invoice that exists in the

STFirstinvoiceDate OB Transactions Tab QB_31-60 A/R Balance 31-60 days
STeur-01 thru Current Year Monthly Totals QB_61 90 A/R Balance 61-90 days
STcur-12
STcur-YTD Current Year YTD Sales QB 91 A/R Balance 91-120
STprev-01 thru )
STprev-12 Previous Year Monthly Totals QB_121 A/R Balance 121 +
STprev-Total Previous Year Total Sales QB_Credit Limit QB Credit Limit
STprev-YTD Previous Year YTD Sales QB_Past Due Total QB Past Due Total
STprev2-01 thru
STpreva-12 2 Years Ago Monthly Totals QB_Terms QB Terms

STprev2-Total 2 Years Ago Total Sales QB_Total Balance QB Total Balance

STprev2-YTD 2 Years Ago YTD Sales QB_Account Number QB Account Number

STprev3-01 thru

STpreva-12 3 Years Ago Monthly Totals

QB_Rep QB Sales Rep

STprev3-Total 3 Years Ago Total Sales QB_Type QB_Type

STprev3-YTD 3 Years Ago YTD Sales QB_Price Level QB Price Level

STprev4-01 thru

STpreva-12 4 Years Ago Monthly Totals

QB_Last Payment Date | QB Last Payment Date

STprev4-Total 4 Years Ago Total Sales QB_Last Payment Amt | QB Last Payment Amount

STprev4-YTD 4 Years Ago YTD Sales

The QSalesData program will build Custom Table in ACT called QSALESDATA and the associated fields
to store the Invoice Detail information on the QB Transactions tab in ACT.

STprev3 and STprev4 field sets get built when you choose the Years 4/5 option in our Build Fields
program.

The Opportunity section of the build fields and QSalesData will build the following fields in the Opportunity
table of ACT:

QB_QBID QB ID of the ACT contact linked to this Opportunity
QB_TransID QB Transaction ID when a QB Transaction is created from the Opportunity
QB_Type The type of QB Transaction created (Invoice, Estimate, Sales Order, Sales Rcpt)
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ADDING THE OB DATA TAB TO YOUR ACT LAYOUT —STEP 3 OF INSTALL

CH

ECKLIST

Now that the fields have been added to ACT, you can use our QSalesData Tab Installer to add the fields
to your ACT layout.

Here are the steps to run our QSalesData Tab Installer.

1.

2.

4,

5.

This utility will take the layout file you select and save a copy of it with a_QB at the end, it will then
add a QB Data tab and fields to your layout.

Go to Tools > QSalesData Tab Install, then choose “current layout” or pick a different layout.

You should see a message stating that the Operation Completed Successfully and the layout will
refresh to the _QB version and it should now instruct you to go to Tools > Design Layouts >
Contacts. If you don’t get the message, and the layout doesn'’t refresh, close out of ACT and go back
in and switch to the new layout with the _QB at the end.

Go into the Layout Designer as instructed, click on the QB Data tab once you are in the layout editor,
and click anywhere in the tab area to add the fields to the layout.

It will let you know when it is completed. At this point simply close and say “yes” to save the layout.

Here is what the new QB Data tab will look like on your layout after using our Tab Installer program:

| Activities I Opportunities | History | Notes | Documents I Groups/Companies I Secondary Contacts I Relationships | Web Info | Personal Info I Contact Access I User Fields ‘ QB Data ‘QB Transactions | QB Items | Marketing Rasultsl

80000060-1257885755 | PastDus Balance | 6.745.00 2 Years Ago 4 Years Ago

QBID
QB Cust Name | ABC Flowers Total Balance 9,345.00 Total Sales 0.00) Total Sales 1,380.00| Total Sales 0.00) Total Sales 0.00
QB Record Type |Customer Balance 0-30 0.00( YTD Sales 8,345.00 YD Sales 0.00) TD Zales 0.00| ¥TD Zales 0.00) ¥TD Zales 0.00
QB Parent ID Balance 31-680 0.00( January 0.00) January 0.00 January 0.00| January 0.00 January 0.00
QB Primary Contact 7 Balance 61-30 0.00( February 650.000 February 0.00( February 0.00| February 0.00) February 0.00
Balance 81-120 1,820.00 March 3,325.000 March 0.00) March 0.00] March 0.00 March 0.00
Last Invoice Date | 10/28/2011 E Balance 121 + 482500 April 0.00 April 0.00 April 0.00{ April 0.000 April 0.00
FirstinvoiceDate | 11/1 May 0.000 May 0.000 May 0.00{ May 0.000 May 0.00
Last Payment Date | 3/9/2011 E June 850.000 June 0.00{ June 0.00] June 0.00( June 0.00
Last Payment Amt 1290,y QB Terms Net 30 July 192000 July 0.00 July 0.00 July 0.00 July 0.00
Avg Sale Amt g75.gq| QB CreditLimit 50,000.00 August 0.000 August 0.00 August 0.00 August 0.00 August 0.00
Lifetime Sales Amt 10.735.00) QB Type Referral September 0.00f September 0.00f September 0.00] September 0.00( September 0.00
QB Price Level |LevelA October 2,600.000 October 0.00) October 0.00 Oclober 0.00) Cclober 0.00
QB Rep 0G Movember 0.00f MNovember 0.00f November 1,350,000 Movember 0.00f Movember 0.00
QB Acct # | December 0.000 December 0.00 December 0.00 December 0.00) December 0.00

NOTE: When you exit out of the Layout Designer, you may receive an “Object Reference Error” a couple
of times. You can ignore this error and click OK. There is an ACT issue with older versions of ACT!
refreshing our QB Transactions tab after exiting out of the layout designer. You don’t need to worry about

this

error; it won't affect anything.
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SET YOUR QSALESDATA PREFERENCES

Starting with QSalesData version 2.0.7.9, a Preferences tab was added to the Tools > QSalesData Import
set of options.

Here are the current preferences you can set in version 3.1 of QSalesData

ol QSalesData V3.1 = @M

[ Transaction Syne | Contact Data Sync || Preferences | Auto-Link Companies to Contacts: __ This
Auto-Link Companies to Contacts Licensing preference lets you choose whether you want
Enable Auto Link @ other contacts and Company records to be

automatically linked to the same customer in
e e QuickBooks if they are not currently linked.
Eupic N | This only applies if you are using Company
| Defat Name format when creating QB Customersfor [ Clear Dats | Records in ACT. With this feature turned on, if
Act records that have a Blank Company field you link one contact in ACT to the customer in
Ml © Firstname Lastname QuickBooks, the next time a QSalesData
e transaction sync occurs, the associated
| Company record and any other contacts linked
Include Pending Invoices in Sales Totals to that company will also be linked to the same

customer in QuickBooks. This functionality
was automatically ON in prior versions of

| Indude Pending Invoies

: Individual Contact Data Sync ' QSalesData, but some of our customers

| e of 1 you want o tm off his autodk

I [E] fLLijrrm]lgt::%neilggbil.mply uncheck the Enable Auto
Status: Idle.

Auto-Link Job Trans;ctions to Customer: This option only applies to customers that use the “Jobs”

feature of QuickBooks. If you have this option ON, then all job transactions in QuickBooks will “roll-up”
and appear under the customer record in ACT. If you have this feature turned off, then only transactions
at the customer level will appear, and job transactions will be ignored in the transaction sync process.
This “roll-up” feature was automatically built into prior versions of QSalesData, but some of our customers
requested the ability to turn this functionality off.

Default Name Format: This option only applies to situations where you are using our QB Create/Link
feature to add a new customer to QuickBooks and the record in ACT has a blank Company field.
Meaning that the record is an “individual/person” rather than a “company”. This lets you set your default
preference to either Lastaname, Firstname or vice versa.

Include Pending Invoices:  Check this option to include Pending Invoices in the Last Invoice Date and
Past Due Balance fields calculations.

Individual Contact Data Sync:  Check this option if you would like to include the Contact/Email fields
when you use the ACT > QB button on the QSalesData toolbar to perform a Contact Data Sync for an
Individual contact.
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SET YOUR FIELD MAPPING — STEP 4 OF INSTALL CHECKLIS T

It is important to configure your field mapping in the QSalesData product so that features within the
product function properly. You only need to do this once, it is a system wide setting. You don'’t need to
configure this on each workstation.

The following functions in QSalesData utilize the Set Mapping configuration:

1. When creating ACT records from QB (QB Link Wizard)

2. When creating new QB Customers from ACT records (QB Create/Link button)
3. Customer Data Sync option to sync field data between ACT and QuickBooks

Here is how you configure your field mapping in the QSalesData product:

1. From ACT, go to View > Contacts and then go to Tools > QSalesData Import
2. Click on the SET MAPPING button. You will get the following window. Click on the RESET TO

DEFAULTS to apply the default mapping.

If you are setting up your mapping for the first time, click on the RESET TO DEFAULTS button below pull in the
default mapping. We highly recommend thatyou keep QB Bill To Address 1 = ACT Company and QB Bill To

Address 2 = ACT Contact so thatthe Bill To address is built properly in Quickbooks when you create new I
Quickbooks customers. If you have renamed your ACT Company and Contact fields, you can select the appropriate

fields from the field list.

The top 2 lines of the mapping

are special. Only change these

if you have renamed your
Company and Contact fields in

ACT. Otherwise leave them set

to Company and Contact.

You can go ahead and make

adjustments to other fields if
you have custom fields in ACT
that need to point to fields in

QB. Simply click on the
pulldown to pick from a list of
ACT fields.

Quickbooks Field Act Field

B d Company
Bill To Address 2 Contact
Bill To Address 3 Address 1
Bill To Address 4 Address 2
Bill To Address 5 {do not map)
Bill To City City
Bill To State State
Bill To Zip ZIF Code
Bill To Country Country
Phone Phone
Fax Fax Phone
Alt Phone Mabile Phone
E-Mail E-mail

[ Detect Custom Fields ]

[F‘.esetto Defaults _] [ Close J

3. When you have completed mapping configurations, click on the CLOSE button and your mapping

changes will be saved.
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MAP QUICKBOOKS CUSTOM FIELDS TO ACT!

If you have created custom fields in QuickBooks at the Customer or Item level, you can use QSalesData
to map them back to ACT!. If you haven't setup any custom fields in QuickBooks, you can skip this
section.

Note, the sync of this data is 1-way, from QuickBooks to ACT. You will need to maintain the field data in
QuickBooks, and the information will sync back to ACT each time your Transaction Sync runs, or you hit
the Refresh Data from QB button.

Here is how to map your QB Custom fields to ACT:

Go to Tools > QSalesData Import in ACT

Click on the SET MAPPING button

Click on the DETECT CUSTOM FIELDS button in the lower left of the screen

When complete, you will get a message stating that the “Custom Transaction Mapping Set”

If you only have custom fields at the Item level, you are done. The next time you run a transaction
sync, or a Refresh from QB, it will add your custom field information to the data on your QB
Transaction tab.

6. If you have custom fields at the Customer Level in QB, scroll down within the Set Mapping window
and you will see your QB custom fields. This version can see the first 10 custom fields in QuickBooks
depending on your version of QuickBooks. You will need to map these fields to fields in ACT. See
the screen shot below. Note, you need to have fields built in your ACT database (Tools > Define
Fields) to map your QB custom fields to. QSalesData will not build those ACT fields for you.

L=

o s whpE

‘Wehsite ID

Quickbooks Field Ack Field

Eill To Zip ZIP Code =l
Eill To Country Caunkry j
Phone Phone j
Fax Fax Phone j
Alk Phone Alcernate Phone j
E-Mail E-mail =l
Buying Graup QB Buying Group j
EIN 0B EIN =l
Sellers Permit QE Sellers Permit j
W3 on File j

QE W3 on file

Detect Custom Fields

[Reset to Defadlks ] [ Close ] L
o

7. Once you have the QB custom fields mapped to fields in ACT, simply click on Close.
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8. Close out of ACT and go back in to refresh your map
Sync, or you click on the Refresh from QB button, it will bring the custom field data over from QB to
ACT. Custom field data will show up at the contact level in ACT, and also at the Transaction Detail
level. See screen shots below.

ping. The next time you run a Transaction

Address Info I Additional Info I Payment Info l Job Info I
Cateqgorizing and Defaults Price Level |Level B |

Custom Fields
Sellers Permit

199999

wehbsite ID W
Buying Group lUSH—
EIN FI-FTITT

Preferred Send Methad W3 on file i WK

INone ﬂ

Sales Tax Information
Tay Code Tax Item

|Tax | |Mi|waukee |

Resals Mumber

Define Figlds |

.ﬂctivitiesl Opportunities I Hiskary I Mokes I Ducumentsl Gruups,l'CompaniesI Seconc

QB ID | soooo0se1255707926 | Past Dus Balance

OB Primary Contact [~ Total Balsnce

Last Invoice Date Im Balance 0-30
First Invoice Date  [11/52008 v Balance 31-60
Ay Sale Amt [ ersan  Eslencest-a
Lifetime Sales &mt [ 333450 Dalance 91+

I 533,60
I 33584 .50
I 2,760.90
I 0.a0
I 0.0o
I 533.60

QB Terms I het 30 QB Sellers Permit
2B Credit Limit I 400000 opwehste ID
GB Type I Referral GIB Buying Grou
2B Price Level Level B B EIM

2B Rep DG QB WA on file

QB Acct #

I 99999

I A A bk

I Usa

I FrITEETT

Custom Field Data from
QB will synchronize down
to the mapped ACT fields
each time a Transaction
Sync runs or you use the
Refresh from QB feature

Custom Field Data at the Item
level in QB will synchronize
down to transactions in the QB
Transactions tab when you
double click on a transaction to
see the details.

FH Invoice Detail (¥2.0.7.5) =10jx
Invoice #: 126 Invoice Date: 8/30/2010 Terms: ket 30
PO #:0 Due Date: 8/30/2010
Item humber | Ttem Desc | Price | Amount | UfM || Coler | Height | Size | Smell | Weighk

Consulking-12 E & 1000

Dell Server Dell Server (Dell Server) 1 4000 4000 Fed 40 in L lemon 0 bs
M5 Office 2010 M3 Office 2010 (M3 OFfice 20107 1 350 3520 i

Inventory Kevboard Carmputer Eevboard (Inventary:Kevboard) 1 15 15

10
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OB CUSTOMER LINK WIZARD — LINK ACT RECORDS TO QB S TEP 5 OF
INSTALL CHECKLIST

Now that the fields are built and ready to go in the ACT

database, we can begin linking records between ACT and Feature Needs Quickbooks Open
QuickBooks. With most ACT! databases, you will be linking _
ACT! Contacts with QuickBooks customer records. If you are starting out with a brand new ACT

database, you can skip ahead to the Create from QB  feature.

Here is how you can link records in a batch mode:

1. Have the appropriate ACT and QuickBooks database s open on your computer.

2. In ACT go to TOOLS > QB CUSTOMER LINK WIZARD

3. Pick either the “Company Linking” or “Contact Linking” tab as your method, and then click on the
LOAD DATA button. If you don't use Company Records in your ACT database, you can perform your
linking at the Contact level. Most people will link records at the Contact Level. You will get a screen
like the one below:

4. Your QuickBooks may start flashing at this point, if so it is prompting you to configure the
application certificate. Refer to the next page for configuring the certificate, and then come back here
to complete the linking.

Note: The list displayed will only show you Company and Contact Records that are not yet linked to

QuickBooks.

Contact Linking
| Company Linking [ contact Linking || Create From QB |

Search In Field Match Settings
(™) All Contacts @) Current Lookup QB Field |Customer Name IEI Act Field |Company |E| | Set all to Skip |
ActC Act Contact Acti B Custo tact T H H
e e [ cton G Customer = s Linking at the Contact level
| _ Bark Jim Cash Link | [ ABC Bank Jim Cash 0 . .
also lets you filter down to just
ABC Blinds Bob Melvin [Link = | ABC Blinds Bob Melvin Customer
. the Current Lookup
ABC Brandy John Jameson [Llnk w | ABC Brandy John Jameson Customer
ABC Carpets Steve Smith [Link w | ABC Carpets Stewve Smith Customer
ABC Cleaning Jim Mop [Link w | ABC Cleaning Jim Mop Customer " | |I]
ABC Coins John Silver [Link = | ABC Coins John Silver Customer . .
If you use Jobs in Quickbooks
ABC Consultants Kathleen Carrigan [Link w | ABC Consultants Kathleen Carrigan | Customer y . Q
: : : and want to link ACT Records
ABC Cydery John Smithery [Llnk w | ABC Cydery John Smithery Customer J b | k h | | d J b
I ABC Electric Bob Meyers [Link w | ABC Electric Bob Meyers Customer to Jo S’ click the Include Jobs
ABC Flowers Jane Bloom [Link = | ABC Flowers Jane Bloom Customer CheCkbOX .
| ABC Machinery Tom Tank [Link w | ABC Machinery Tom Tank Customer .
| ABC Machines Bill Smith [Link = | ABC Machines Bill Smith I
|| ABC Orchards John Appleseed [Link w | ABC Orchards John Appl Customer il Il
[ e Process || Close | |
Load Complete [] indude Jobs h o i

—— 3 —— — ——— — — —= = =

5. The Linking program will compare all Contact Records in ACT to the QB Customer list. Where an
exact match is found, it will set the action to LINK. The action will be set to SKIP if no matching
record is found. The program ignores all Quickbooks customers that are marked “inactive”. If you
would like to manually link a record that the program didn’t find a match on, simply double-click on the
area that it says “Double Click to Choose”. A box will pop up to allow you to manually search for a
match and then link. You can also adjust the Field Match Settings to use other data in ACT and
QuickBooks to match on.

6. Once you have your Links defined, click on the PROCESS button and it will run through the records
and link them to QuickBooks.

11
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CONFIGURING YOUR QUICKBOOKS CERTIFICATE

NOTE: If you have a multiple user install, you should only be prompted for the certificate once. Once
QuickBooks has the certificate on file, all other machines with QuickBooks should not get prompted.

The first time the QSalesData program attempts to talk to your QuickBooks program, typically when you
run the Link Wizard the first time, you will be prompted to fill out some application certificate information.
You will get a screen similar to the one below.

QuickBooks - Application with No Certificate ﬂ

An application without a certificate is requesting access ko the
Following QuickBooks companty file:

CH TechONE
Access may include reading and modifving QuickBooks data as well as
enhancing the QuickBooks user interface.

— The Application Calls Ikself
EFF QBTransactionSy¥nc

r Certificate Information

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

— CuickBooks Solutions Marketplace
Search for information about this application at the
7 QuickBaoks Solutions Marketplace

Do you want ko allow this application to read and modify this company file?

Mo

 ves, h ki .

e 2 e - Click on the Yes — Always
‘fes, whenever this QuickBooks company file is open i ;

* ves, always; allow access even if QuickBooks is not running Optlon, SeIeCt the user Wlth
lonas: U] 09« Administrative rights and

click on Continue.
Allow this application to access personal data such as Social Security Numbers and
customet credit card information. Tell me more

Continue. .. | Cancel | Help |

When you get the digital certificate

message- Click on YES. D] This application is not signed with a digital certificate, IF vou allow unsigned applications to

\,_*\/ access your file, a different application could use the same application name and possibly
misuse your data. Faor suggestions about enhancing the safety af your company's data, click
Help.

Are wou sure you wank bo allow this access?

Help |

Access Confirmation 5[

‘fou have chosen to grant the application
. . . EFF DBSync
6. After you click on YES, you will get the following access ta the QuickBiooks company file

. H H H CH TechONE
window. Click on DONE and your link to QuickBooks _ w "l ouicksooks s ot rurring.
has been established. The QSalesData product will accsss rights:
now be able to talk to QuickBooks. You can close out - Read and modify QuickBacks data
of the QB Link Wizard window )

- Enhance the QuickBooks user interface

Go Back

Once completed, you can return to the QSalesData application and continue.
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PREPARING YOUR CUSTOMER RECORD DATA IN QUICKBOOKS

If you plan on transferring QuickBooks Customer records from QuickBooks into ACT, you want to make
sure that your data is filled in appropriately in QuickBooks so that it can map properly into ACT.

Note: This is only important if you are going to p

ush field data from QB to ACT or use our Create
from QB function. If you are going push contact da

ta syncs from ACT to QB, ignore this section.

Minimum requirements for an Individual Person recor d in QuickBooks

For a Person record in QuickBooks, you need to at least have the Contact field filled out, and the Contact
name needs to match the first line of the Bill To address exactly.
_ﬂﬁ

Customer Mame
0K |

Baror Smith

1222 W Prospect Ave.
Mibwaukee, W S4444

Edit |

Copy == I

(G0 ko Customer
Manager

P.ddNewl Eddif: | Delete |

= Default shipping address

Minimum requirements for a Company record in QuickB

ooks

Current Balance :  0.00 How do T adjust the current balance?
Cancel If you have Individual People
Address Info I Additional Info l Payment Info l Job Info I M setup as Customers in
— - = uickbooks, you need to have
SeISETIES | [Contect fasonsrith 4 | hep | %em setup Iil)</e the screen shot
s Fone. lasa-sa-4d44 Customer is to the left. At a minimum, you
Fisthane | L[ [essssssss e need to have the Contact Name
Lask M alt, Ph . . . .
sthiame | | e | field filled out, and the first line
Ak, Contact | of the Bill To address needs to
Emal  [aaron@emai.cam match the Contact Name.
Cc I
Addresses
Eill T il

For a Company record in QuickBooks, you need to at least have the Company and Contact fields filled
out. The top of your billing address should match the Company, Contact or both so they don't get pushed
to ACT as Address lines.

Customer Mame

Current Balance :

a0 Engineeting
0.00

Howe do T adjust the current balance?

For Company records in
Quickbooks, you should have
both the Company and Contact
fields populated. QSalesData
compares the top lines of the
Bill To address to the Company
and Contact fields in QB, and if
they match, it will know that it is
not an Address line and skip it.

Address Info I Additional Info ] Payment Info ] Job Info I
A
[ Compary Hame [aan Ergireering [ [Contact  [iohn waker [
M fMs g Phone  [414-555-3333
First Name I M.I. I FAx |414_ggg_gggg
Lask Mame I alt, Phone |414.222.2222
Alk, Contact |
E-mail Jiahnwalker@aza, com
Cc I
Addresses
Bill Ta Ship Ta I i
| Sl Enginessring
Jobu Wstker -
1234 W, Lake Dr. N Copy 2=
Miwaukes, W 55555
Edit | &dd Mew | Edit | Delete |
= Default shipping address

Either style will
work for a Bill To
address, just as
long as the
Company and/or
Contact data
matches data in
the Company
and/or Contact
fields.

Addresses
Eill To

A48 Engineeting
1234 W, Lake Dr.
Milwaukee, WI 55555

Edit |

\lw
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OB CUSTOMER LINK WIZARD — CREATE FROM OB FEATURE S TEP 5 OF
INSTALL CHECKLIST

If you are starting with a brand new ACT! database, you can )

use this feature to push all of your QuickBooks customers into Feature Needs Quickbooks Open
ACT. There is a tab on the QB Link Wizard called Create

from QB that lets you take records from QuickBooks and make them records in ACT!.

Note: You will want to confirm that your Field Map  ping is set properly before performing this
step. Go to Tools > QSalesData Import and click on the SET MAPPING button. You also want to
verify that your QB Customer records are setup appr opriate, refer to the previous section called
“Preparing your Customer Record Data in QuickBooks” f or more information.

1. In ACT, goto Tools > QB Customer Link Wizard, click on the Create from QB tab.

2. If you have a large QuickBooks database (greater than 5,000 customers), you can use our Enable
Chunk option at the bottom of the screen to pull in smaller sections of the QuickBooks customer list.
Simply click on the Enable Chunk checkbox, and provide a start and end range, ie. Starting With = A
and Ending Before = F. That will bring in all customers that start with A thru E.

3. Click on the Load Data button when you are ready to lookup the Customer record from QuickbBooks.
It will give you a list of all of the QuickBooks Customer Records that are not linked to records in ACT.
The assumption here is that these QuickBooks records should be added to ACT!.

-
Ll i (3] &
o= QB Customer Link = a - —

|J Company Linking || Contact Linking || Create From QB |

i _ Use this function if you are starting out with a blank Act! database and you want to import all of your Quickbooks
|\ Load Data | customers into Act!. If you have an existing Act! database you will want to run Company and Contact linking first |m|
This screen will display all records in Quickbooks that are not linked to Act!
QB Customer QB Contact Action Type
e O S Clay Matthews |Creabe ~ | Customer If you use Jobs in QUiCkBOOkS, I
ABC Brandy John Jameson [Create - | Customer and would like to bring the jObS :
ABC Consultants | Kathleen Carrigan ICreate T | Customer into ACT as Contact records, [
ABC Carpets Steve Smith [Create w | Customer then select the Include Jobs
ABC Bank Jim Cash ICreate w | Customer checkbox.
ABC Coins John Silver [Creabe + | Customer I
ABC Cydery John Smithery ICreabe + | Customer
ABC Blinds Bob Melvin [Create = | Customer If you have a Iarge QUiCkBOOkS I
ABC Cleaning Jim Mop ICreate * | Customer flle (> 5’000 custom ers) yOU can I
use our Enable Chunk feature I
to bring over the customer I
records in smaller batches. :
Done Loading Contacts [ tndude Jobs Enable Chunk  Starting with: A Ending before: (B | Query Filter | | Create | | Close |

4. You can click on the CREATE button and the contact records will be created in ACT! using the
information from the QB Customer records. The new records in ACT! will automatically be linked to
the appropriate record in QuickBooks as part of this process.

5. When the contact creation process is complete, you will get the message in the lower left status
section:

Done Creating Contacks!

Now that you have records linked between ACT and QuickBooks, you are ready to run our Transaction
Sync program to import data from QuickBooks into ACT.

14
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QOB VENDOR LINK WIZARD

New with QSalesData version 2.0.6.8 is the QB Vendor Link .
Wizard. This feature works just like the QB Customer Link Feature Needs Quickbooks Open

Wizard explained on the previous pages.

You can use the QB Vendor Link Wizard to:

- Link ACT Vendor records to QuickBooks Vendor records in mass
- Create new ACT records from existing QuickBooks Vendor records in mass

From ACT, go to Tools > QB Vendor Link Wizard to utilize these features. Refer to the detailed
instructions on the QB Customer Link Wizard for functionality descriptions.

15
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TRANSACTION SYNC — IMPORT OB TRANSACTIONS INTO ACT STEP 6 OF
INSTALL CHECKLIST

Now the fun part, let's get some QuickBooks data into ACT! .
Follow the steps below to pull in sales transaction data from Fewn

QuickBooks into the linked records in ACT.

Here is a diagram of what happens when you run the Transaction Sync Process:

Using the criteria you specified,

QB Transaction Import Process QBSalesData will pull in the
(Tools > QSalesData Import > Transaction Sync Tab) Qu?&%ﬁg&aﬁgggﬂﬁ@gﬁcﬁg N
This feature imports Quickbeoks Data into ACT ACT . (all records that have a
QB_Internal ID)
T.-_a Qalesban V1010 | BB ) Lol e
| Transsction $ym¢ | Contact Data Sy [hmm [ Adi
| . . - just the Days Back
| [ e | | Filters, and the L
=R Days Back [1000  M——ueFialde] | Transaction filter to
& Al sl == Dl T detecrtm ine Wr:"‘.‘t Qs e New Transactions will appear in the
: R ' s QB Transactions Tab in ACT,
[ CradtMemo 2 credit into ACT! and new item information will appear in
[5] Sale= Rmceipt= [ Credit Cand Char | the QB Items tab in ACT
[=] eales Srdars | Ewlimaten | ¢
Contacts l
[=] Uipelate 08 Fieids Days Back 1000 | Click on the
e | TRANSACTION SYNC r
l’:’:’m E— sSmedoes;| | Import data and here
= i Tl What QBSalesData All of the field information on the QB
: . ; | Does Data tab will be updated as well. (Last
[Emonscin e o) | Invoice Date, Past Due Balances, 5 yrs
of Sales Totals, efc.)

'|' Status: e,
I

16
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How to run a Manual Transaction Sync

1. Make sure that the appropriate ACT and QuickBook

s databases are open on your computer.

2. In ACT go to TOOLS > QSalesData Import. The following window will be displayed.

, _
2 gsaesvatav31 WD | =l

Transaction Sync | Contact Data Sync | Preferences |

Licensing

Build Fields

Clear Data

The first time you import data, it is a
good idea set your “Days Back” number
far enough to get all of your transactions
from Quickbooks and pull them into ACT.
So if you have been using Quickbooks
for 10 years, you should set your Days
Back = 3065

Click on the TRANSACTION SYNC
button to start the import.

After you have all of your data over, you
can reset your Days Back to 5, 5 and
180, like the screen shot displays, or
obviously change it to fit your situation so
it only searches for new QB data to bring
over.

Sync ltems

Help'Suppaort

Close

T

Transaction Types
W i Days Back |1000. ]
Invoices ¥ L —
@ Al Bil
| © Only Closed [+] Check
l Credit Memo Credit
I Sales Receipts Credit Card Charge
Sales Crders Estimates
Contacts
IUpdate QF Fields Days Back §_1_|_:|n_|:!_
Fayments
| Payments Days Back 1000
|
Transaction Sync
j| Status: Idle.

3. If you are importing for the first time, we recommend setting your “Days Back” number far enough to get all
of your transactions from QuickBooks and pull them into ACT so that the First Invoice and Lifetime Sales fields
will populate with the appropriate data. That will match up with the Sales Totals fields you have in the
database, and give your ACT users the information they need. Once you have all invoices in the
database, you can pull in just new information from QuickBooks by using the Filter Range option.

4. Once you have your date parameter specified, click on the TRANSACTION SYNC to begin the
import. The Status section in the lower left will give you progress updates, and let you know when the

process is complete.

5. Once complete, you can go to the QB Transactions tab on any linked contact to see the transactions

that were imported.

Once you have manually imported the data, you can install the QB Transaction Sync program on your
server computer to schedule automatic nightly transaction imports. See the instructions for installing and
configuring the QTransactionSync module (Nightly Transaction Sync) later in this manual.

17
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INSTALLING OSALESDATA ON THE USER WORKSTATIONS

1.

2.

Once you have your main database setup with the QSalesData fields, layout and data imported, you
can install the QSalesData program on the other workstations that are going to be using the features.
Simply install the QSalesData program on each workstation. You can go back to the Installing the
QSalesData software section of this guide for reference, and install the program on the appropriate
workstations.

Once installed, you will be prompted to enter a Serial Number and Register QSalesData on each
workstation. Each workstation requires a separate serial number to register QSalesData.

Once all of the workstations have QSalesData installed and registered, the QB Transactions tab plus
the QSalesData toolbar will appear in ACT and you will be ready to go.

18
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INSTALL AND CONFIG THE NIGHTLY OTRANSACTIONSYNC MOD ULE

The QTransactionSync program allows you to configure automatic background imports of QuickBooks

Sales data into ACT. The computer running the QTransaction Sync program
copy of the QSalesData program licensed and registe

red on the computer.

will also require a
Note: We recommend

manually importing your full set of QuickBooks data into ACT first using the Manual Transaction Sync
process, before scheduling your automatic background synchronizations.

1.

n

ook w

Go to the computer that you would like to run your nightly QSalesData nightly imports. Note that the
machine you choose needs to have both ACT! and QuickBooks installed and needs to be able to
login to both the ACT and QuickBooks databases. You will obviously need to leave this machine on

overnight as well.

Go to the www.QSalesData.com website and go to the Download / Install link. Download the

QSalesData Transaction Sync program. Click on RUN when prompted.

On the Welcome Screen, click on NEXT.
Read the License Agreement and click on the appropriate button to continue.
Install to the default folder and click on INSTALL.
Click on FINISH, the install is complete. Two new icons will now exist on your Windows Desktop.

a. Effective Solutions QB Transaction Sync Config

. this is the program that lets you

configure the synchronization parameters between ACT and QuickBooks

b. Effective Solutions QB Transaction Sync

. thisis the program that runs the

synchronization process using the configuration settings you configured using the config tool.
Double-click on the Effective Solutions QB Transaction Sync Config Icon. The Databases to Sync
Transactions window appears.
Click on the ADD button. You will get the following dialog box. Fill out the information. We
recommend setting your Sync to the Last 180 days to cover any old invoices that may have

outstanding balances.

, ’
o Database Options = L= 23 I
Act Database
Pad File: |C:"-.Llsers"-J:Ion"-.Documents"-ACT‘-ACT Data"Databases Mev X
Username: [admin <
Password: |

J——

Select your ACT database and enter
in your ACT login information.

Quickbooks Company File

Company File:

Transaction Types
v Credit Memo

¥ Invoices
Al
" Only Closed
v Sales Receipts
|¥ Sales Orders

Contacts

[+ Update QB Contact Fields

Payments
¥ Payments

Luto-Link Companies to Contacts

™ Enable Auto Link

|C:"-.Llsers"-J:IDn"-.Documerds"-.@BSaIesDa’[a Demo Files\CH Te &

Select your Quickbooks database.

This path needs to be the same path
you use to open the file from
Quickbooks and can’t be a UNC path.
Needs to use a drive letter in path.

\
Sync last (x) Days 3650
™ Eill \
W Check
v Credit

[¥ Credit Card Charge
|v Estimates

Sync last (x) Days |3650 44—

Set your Days Back parameters.

We recommend using the settings on
the screen shot displayed: 7, 7. And
180.

Sync last (x) Days |3650 4

Link Job Transactions to Customer

[~ Enable AutoLink €

Save Bt

Refer to the “Set your QSalesData
Preferences” section of the manual to
understand what these two
checkboxes control.
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9. Don’t open your QuickBooks program until after y ou have selected your QuickBooks file
using the browse button, otherwise you may get a “F ile isin Use” message. If that is the case,
have everyone close out of QuickBooks, and hit the open button to select the QuickBooks file.
After you have selected the QuickBooks file, you th en need to login to QuickBooks as the
admin account in single user mode. The configurati on tool will need the QuickBooks program
open to perform its initial configuration.

10. Click on the SAVE button.

11. You will see the status in the lower left say “Updating Configuration, Please Wait” and after a few
seconds your QuickBooks program should start flashing, switch over to QuickBooks and the following
window should appear.

QuickBooks - Application with No Certificate il

An application without a certificate is requesting access to the
fFollowing QuickBooks comparry File:

CH TechONE
Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface.

— The Application Calls Ikself
EFF )BTransactionSync

— Certificate Information

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

r ouickBooks Solutions Marketplace
Search For information about this application at the

7 QuickBooks Solutions Marketplace

Select the bottom option to allow
access, even if Quickbooks is

D you want ko allow this application to read and madify this company File? not running, and select an
© No _{ account that has

" Yes, prompt sach time administrative privileges in
" ves, whenever this QuickBooks company file is open Quickbooks.

% ves, always; allow access even if QuickBooks is not running

Allow this application to access personal data such as Social Security Mumbers and
customer credit card information, Tell me more

Continue. . | Cancel | Help

12. Select the bottom option to allow access, even if QuickBooks is not running, and select a user that
has administrator privileges in QuickBooks . Click on Continue.
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13. When asked “Are you sure you want to allow access?”, click YES.

Confirm to Proceed

9 ) This application is not signed with a digital certificate. IF vou allow unsigned applications to
e ] access your file, a different application could use the same application name and possibly

misse wour daka, For suggestions about enhancing the safety of vour company's data, dlick
Help,

Are yau sure vau wank ko allow this access?

Help |

14. You will then get a confirmation window, like the one below. You can click on DONE.

Access Confirmation il

‘ou have chosen to grant the application
EFF QBTransactionSync

access ko the QuickBooks comparry File
CH TechONE

any time, even if QuickBooks is not running.

Access rights:
- Feead and modify GuickBooks data
(NOT including personal data)
- Enhance the QuickBooks user interface

IF CuickBooks is nok running, the application will log in as:

Admin
G0 Back, |

15. Going back to the EFF Configuration tool, the window status should now say Configuration Settings
Saved. Just like the window below.

-iBix)
—act Databaze
Pad File: |E:\Documents and Settingz Adminiztratarihdy Do _I
Uzername: Iadmin
Pazzword: I

— Quickbooks Company File
@B Compaty IE:'\QBSaIesData'\EH TechOME CBW |

Sync last [«] Days IBD
Configuration Settings Saved Save I E =it

|

16. You can click on the EXIT button, and your configuration will show up in the list. Click on EXIT on this
window as well.

Databases to Sync Transactions -0l =|
D atabaze Mame: I [uickBooks Compary: I

[BSalesData_0ATest pad CH TechOME. QBW

21



Effective Solutions — QSalesData User Guide - Version 3.x

17. You are now ready to test the background synchronization you just configured. Add a new
transaction to QuickBooks that doesn't exist in ACT yet. Close out of ACT and QuickBooks. Go to
your Windows Desktop, and double-click on the EFF QB Transactions Sync icon to run the
background sync process.

18. When the background sync process is running, you will see a status window on the screen, like the
one below.

Effective Solutions QB Transackio O] x|

Syncing Databaze 1 of 1 [OBSalesData_0ATest.pad)
Act Uzeradmin

LB Company: E:AABSalesDatabCH TechOME . QBEW

This background process will import QuickBooks sales data for the “Last XX Days” that you specified in
the configuration tool. It will also update the Sales Total fields in ACT where necessary.

When the background sync process is complete, the window will simply disappear from the screen.

19. You can now go into ACT and verify that any new transactions have been imported.

20. The last step is to add the EFF Transaction Sync program to the Windows scheduler on this machine.

Go to Start > Programs > Accessories > System Tools and select the program called Scheduled
Tasks.

Note, there is a video in our QSalesData Online Video Library (www.qsalesdata.com/onlinevideos) that
takes you thru how to setup the Nightly Sync Program on a Windows 2008 Server or Windows 7
machine. The Task Scheduler is completely different in Windows 7 and Windows 2008 server.
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You will get a window similar to the one below.

(& Scheduled Tasks =101l
File Edit Wiew Favorites Tools Advanced  Help | ";’
e - €Y - @ >
\_) Back "D J lﬁ P Search i Folders
Address Iﬁj Scheduled Tasks j e
Mame = | Schedule | Mext Run Time | Last Run Time
|21 add Scheduled Task
Other Places S
G- Control Panel
() My Documents
|5) Shared Documents
\3 My Network Places
Details ¥
4 | 0]

21. Double-click on the ADD A SCHEDULED TASK item and hit NEXT at the first window.

22. Click on the BROWSE button and go to C:\Program Files\Effective Solutions QB Batch Sync and
select the file called QB-BatchTransaction and click on the OPEN button.

23. You will now be able to select how often to run your background imports. Select how often you would

like to run the background import and click on NEXT.

Scheduled Task Wizard |

Type a name far this task. The task name can be
the zame name az the program name.

IBB-BatchTransaction

Perfarm this tagk:

" Weekly

= Manthly

" One time anly

= “when my computer starts
~ Wwhen | log on

< Back I Mext » I Cancel |

24. The next screen lets you select a start time and some other options for running the program. In the
example below, | want my background sync to run every week day at 11:00pm. Select the
appropriate options for your situation and hit NEXT.

Scheduled Task Wizard x|

Select the time and day you want this task to start.

Start birne:

|11:DUPM =

Perfarm this task:
£ Ewery Day

WErY I‘I _I? days
Start date:

IH.-" 142003 'I

< Back I Mest » I Cancel
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25. The last step is to provide Windows Scheduler the appropriate credentials to run this task. You will
get a screen like the one below. We recommend using a Windows Administrator account to run the
task. Enter in the credentials and hit NEXT.

Scheduled Task Wizard x|

Enter the name and password of a uzer. The tazk wil
i as if it were started by that user,

Enter the uzer name: ISEE?E'I 28B4 7% drninistratar

Enter the password: |ooon

Confirm password: |o-.u

If a pazzwaord is not entered, scheduled tasks might
nok .

¢ Back I Mest = I Cancel |

26. You will get a final screen summarizing the scheduled task you just setup.

Scheduled Task Wizard x|

You have succezsfully scheduled the following task:
eff [B-BatchTranzaction

windowes will perform thiz tazgk:

At 17:00 PM ever Maon, Tue, Wed, Thu, Fri of every
week, starting 1141./2009

i0pen advanced properties for this tazk when | click:
r Finizh,

Click Finizh to add this tazk to your Windows schedule.

¢ Back I Finigh I Cancel

27. Click on the FINISH button. You will be returned to the Scheduled Tasks window, and your new task
that you just created should appear in the list.

& Scheduled Tasks o ] 4|
File Edit ‘“iew Favorites Tools Advanced Help | 11'
J EBack - -J - lﬁ /.._] Search ||~ Folders ‘ v
Address Ihj Scheduled Tasks ﬂ £d &
| Name = | Schedule I Mext Run Time | Last Run Time | Skat

Other Places & (T QB-BatchTransaction At 11:00 PM every Mon, Tue, Wed,... 11:00:00PM 11/2§2009  Never

@ Cantral Panel

5y My Documents

T Sk A Pimn i vI J I I _PI

28. Itis a good idea to test the new task you just created. Right-click on the task item in the list and
select the RUN option. The background sync window should pop up and run. If so, you are all set. If
not, right-click on the task and go to Properties and check your settings and credentials.
Congratulations, you have now setup your background sync to run automatically.
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USING THE OB TRANSACTIONS TAB

The QB Transactions tab will display all of the QuickBooks transactions imported for a Contact or
Company linked to QuickBooks. If you are working with a Contact linked to a Company, the data in the
QB Transactions tab will be identical, whether you are on the Contact record or the Company record.

Note: The QB Transactions and QB Items Tabs will only display on workstations that have QSalesData
installed.

QSalesData lets you import the following transaction types for customer records in ACT:

Credit Memo Note: there is no transaction detall
. for Payments. Meaning if you

v|1 )

iees double-click on a payment,

Sales Receipts nothing will happen. You can use

the GOTO feature for all

Sales Orders . . .
transactions, including Payments.
FPayments
You can click on the GOTO button
Estimates ' '
to pull up the transaction in
Quickbooks. You need to have
Here is what the data on the QB Transactions tab wi Il look like: QB open for this feature to work.
| Activities I Opportunities I History I Notes I Documents I Groups/Companies | Secondary Contacts I Relanow Info | Personal Info | Contact Access I User Fields I QB Data | QB Transactions
Show |Credit Mema, Invgices, Est... Filter By |All [ Goto ﬁEonvertTo Opportunity |
Drag a column header he&to group by that column /
Date - Typk Mumber Amount Sales Tax Due Date Balance Remai... Terms Rep Status
9,.’6,.’2011 Invoica 184 £300.00 40,00 | 10/8011 £300.00 Met 30 Closed
8/19/2011 Paymerk 3333 $2,959.00 0,00 $0.00
8/18/2011 Paymen 1667 $1,554.00 0,00 0,00
7251% You can use the Transaction 5223:22 51::22 : You can make column display adjustments by right-clicking
_7::3{‘ filters to filter your list by date M;m‘so $516'80 1 on the column headers and selecting COLUMN CHOOSER.
_mz; or transaction type. mo‘oo w'oo d You can also resize and click-and drag columns, and click on
oz 5316‘80 516'80 | any column header to sort by that column. You can remove
= columns by clicking and dragging them straight up and off of
the tab.

Using the Filters on the Transactions Tab

You can filter items on the Transactions Tab by either Transaction Type or by Date Range. See the
example shots below.

Mokes | History | Ackivities | Opportunities | Grog) ) 2 )
| | | | Filter By T
Shaw  Credit Memo, Invaoices, Est... Filker B —F b
: Status Al |
Date ) This Week,
1713720 [v] Credit Memo —— This Marth I
11612 Inv.cuices This ear
Estimates - Last Week I
SOIE [0) cales Receipts \ckive Last Month
10/14)z Sales Orders —  Lask Year i
il s
a/30{20 Payments
8/31/20 | ok || Cancel |
g/19/20 Q
BRIy L T —— 1
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Using the Grouping option on the QB Transactions Ta b

Here is an example of what the new grid style looks like when grouping by a column:

Motes I History I Activities I Cpportunities I Groups/Companies I Secondary Contacks I Documents I Contact Info I Wweb Info I Sales Data QB Transactions |QB Itemn I Marketing Results

Show  Credit Memo, Invoices, Est... Filter By

Drag a column to this section to group by the data in that column.

[ Type -~ | Click on the “+” sign to expand each grouping to see details.
Date - Mumber Arnow Sales Tax Due Dake Custorner Marne Ealance Remaining Tetms Skatus

Type: Credit Memo
3 B Type: Estimate

4/2{2010 g $3,040.00 $140.00 4/2/2010 Ace Pet Store Franchises $0.00 Active
4/1f2010 7 $500,00 $0.00|4f1/2010 Ace Pet Store Franchises $0.00 Active
10/14f2009 4 $273.50 $14.50|11/19/2009 Ace Pet Store Franchises $0.00 Active
416/200% 1 $945.12 $50.12 | 4)5/2005 Ace Pet Store Franchises $0.00 InAckive

Type: Invoice
Type: Payment

To see the detalil of any Invoice, simply double-click on the Invoice line and you will get a screen display
like the one below:

% Invoice Detail (¥2.0.6.8) 10| x|

Invoice #: 61 Inwoice Date: 11/16f2009 Terms: Met 30
P #: 33333 Due Date: 12/16§2009

| Qty | Price | Amount | U

Dell er Cell 1

1
Consilting-100 Consuling Services 4| w0 el

Tkem MNumber | Ttem Desc

Sales Tax: $140.00
Invoice Total: $3,040.00
Balance Remaining: $3,040,00

4
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Using the GOTO button on the QB Transactions Tab

If the user has access to QuickBooks on their computer, they can
utilize the GOTO button on the transactions tab to pull up the
transaction in QuickBooks.

Feature Needs Quickbooks Open

1. Highlight the appropriate transaction in the QB Transactions list
2. Make sure that QuickBooks is open
3. Click on the GOTO Button, you will be taken to the transaction in QuickBooks

lates I Hiskary | Activities I Cpporkunities I Groups/Companies | Secondary Contacks I Dacuments I {

Invaice

Show  Credit Memo, Invoices, Est,.. Filker By | All

Dake | Type Stakus Murnber Arnounk
1/13/2010 Invoice g4 $1,367.52
11}16/2009 Invoice 62 $273.50

$3,040.00

A previous [ Mext &FPrint -+ Ed)send - B ship - | %) Find Spelling %y History | [ Letters = [34 Customize ~

Customer: Job

Franchises

Invoice

#Ace Pet Store Franchises
Jackie Jorgensen

925 Cabby St

PO Box 123

Eugene, OR 97401

33333 Met 30 v|DG v| 111642009 El v|

Template  Print Preview

Select a transaction, click on

10/14/2003 Estimate Ackive 4 $273.50 the GOTO button, and
QSalesData will pull up that
voice _[of x specific transaction in

Quickbooks!

|C0py of: Intuit Prod... *

Drate
11j16fz009 | |61

Quantity | Item Code Description Price Each Amounk Tax
1 Dell Server Dell Server 2,500.00 2,500,000 |Tax =]
4 Consulting-100 Consulting Services 100,00 400,00 [Mon |
-
Customer |It's been a pleasure - Tax |Milwaukes > ]is.6%) 140.00
Message |working with you!
Total 3,040.00
I" Ta be printed Add Time/Costs. .. | Apply Credits. ., | Payments Applied 0.00
To be e-mailed
[T To be e-mails Qe T @ lﬂ Balance Due 3,040.00
Mema
< Learn about our pavment processing and online invoicing solutions. Save & Close | Save & New EY—
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CONVERT ESTIMATES AND INVOICES FROM THE OB TRANSACT IONS TAB TO
OPPORTUNITIES IN ACT

In some cases you may want to continue to create Estimates in Quickbooks because your salespeople
are comfortable with the process, but you also want to be able to convert the estimate to an Opportunity
in ACT. We added a Convert to Opportunity button  to the QB Transactions Tab in ACT to do just that.

You can simply select an Invoice, Estimate or Sales Order from the QB Transactions list and then click on
the CONVERT TO OPPORTUNITY button and it will take the information from the transaction and build
an associated Opportunity for it in ACT.

| Activities | Opportunities | History I MNotes I Documents | Groups/Companies I Secondary Contacts I Relationships I Web Info I Personal Info |
QB Transactions | QB Items | Marketing Results |

Show |Credit Mema, Invoices, Est... Filter By Al |: Goto |: Convert To Opportunity :|

Drag a column header here to group by that column

Date - | Type | Mumber | Amount | Sales ... | Due D... ‘ Balan... | Terms | PO | Rep ‘ Status |
6/24/2011 |Invoice 147 £300.00 £0.00 | 6/24/2011 £300,00 Met 30 DG Closed

W 6/24/2011 |Invoice 135 £300.00 80,00 6/24/2011 £300.00 MNet 30 DG Closed

N 3/30/2011 |Invoice 111 £500.00 &0.00 | 4f29/2011 £500,00 Met 30 Closed

| 3/30/2011 |Sales Order |3 £500.00 £0.00 3/30/2011 20,00

- e N Y N N
3/29/2011 |Payment 11111 £2,000.00 $0.00 £0.00

After you click on the CONVERT TO OPPORTUNITY button, it will take you to the Opportunity that was
just created so you can enter in an Estimated Close date and Stage for the Opportunity. The screen shot
below is what the Opportunity will look like after it has been created. Notice that the Line Items from the
QB Transaction have been transferred to the Products/Services section of the Opportunity, and the
Opportunity Total amount should match your QuickBooks transactions.

From this point the user can manage the Sales Opportunity in ACT until it is sold. The BackOffice user
that has QuickBooks on their computer can also click on the EDIT TRANSACTION IN QB button to pull
up the Estimate in Quickbooks and quickly convert it to an Invoice if appropriate.

i Convert To Invoice | = Edit Transaction in QB | Create Job

Opportunity Status Association
Name |1nvoice: 96 | _ = Contacts
@ Open
- Jane Bloom
Totals () Closed - Won Groups
Total |$650.00 | () Closed-Lost Companies
() Inactive
Weighted |s65.00 |
Probability 10 = Process/Stage
Process |.-5.CT! Sales Cyde EI
Days Open
Stage |Initia| Communication EI
Open Date [11/10/2011 [~]
Days Open | 1 |
QB ID |80000060-1257885755 |
Est.Close Date | 2/16/2011 [~
Trans Type |Inv0ice |
Act. Close Date | IZI
Trans ID | 26E-1297860921 |
| Contacts I Groups/Comparies |Pf0dUCt5f5EWICE5| Notes I Activities I History I Documents I Opportunity Info I Opportunity Access I User Fields|
(D Add... @ Delete
Name 4| tem # Quantity Frice Adjusted Price Subtotal
ACT 2011 Software ACT 2011 Software
Consulting Services 125/hr rate. Consulting-125 2.00000 $125.00 £125.00 $250.00
I
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USING THE OB ITEMS TAB

QB ITEM tab in ACT lets you see sales data by QB It em number. Use this tab to see what items the

customer has purchased. You can click on any of the column headers to sort by that data.You are able to
take the Item Number column add move it to the Group By section to group sales by ltem Number.

Activities I Opportunities I History | Motes I Documents I Groups/Companies I Secondary Contacts I Relationships I ‘Web Info | Personal Info | Contact Access I User Fields I QB Data I QB Transad
Show |Credit Memo, Invoices, Est... Filter By Al

tions I QB Items |

Lookup Item | [ ExpertTo Excel |

Drag a column header here to group by that column

E
Invoice Invoice Date - | Item Num | Item Desc Qty Price Amount 1=
197 10f28/2011 Adobe Photoshop Adobe Photoshop software 2 259 518
130 10/12/2011 ACT 2011 Software ACT 2011 Software (ACT 2011 Software) 4 200 ]
191 10/12f2011 Dell Server Dell server (Dell Server) 1 2500 2500
191 10/12/2011 Consulting-100 Consulting Services (Consulting-100) 8 100 200
185 9f19/2011 Adobe Photoshop Adobe Photoshop software 2 259 518

Grouping your Item Information: ~ You are able to take the Item Number column add move it to the
Group By section to group sales by Item Number.

| Activities | Opportunities I History I Notes I Documents I Groups/Companies | Secondary Contacts I Relationships I Web Info I Personal Info I Contact Access I User Fields I QB Data | QB Transactions ‘ QE Items |
Show |Credit Memo, Invoices, Est... Filter By Al

[ Lookup Item | [ Export Ta Excel |

(S, A
| Toem Mum - l <

Drag the Item Number column to this section to group by the data

—— in that column. Click on the “+” sign to expand each grouping to
see details.

Invoice Date -
. Ttem Num: ACT 2011 Software
. B Item Num: Backup Exec

170 7/12j2011 Badkup Exec Software. (Badkup Exec)
3/15f2011 Backup Exec Software. (Backup Exec)

Badkup Exec Software.

1 695 695

Export your Item Data to Excel:

In some cases you may want to export your customers ltems
purchased to Excel for further analysis. We have added a Export to Excel button to the QB Items tab.
Click the button the the Item data for the current contact will be exported to Excel.

| Activities I Oppaortunities | History | Motes I Documents I Groups/Comparies I Secondary Contacts | Reliﬁuﬂﬁpnnl-mﬁ-

Personal Info I Contact Access |
Show |Credit Memo, Invoices, Est... Filter By Al

[ Lookup Item | [ Export To Excel |

Drag a column header here to group by that column

Invoice Color

Invoice Date Item MNum Item Desc Qty
ACT 2011 Software ACT 2011 Software (A...
. 159 782011 Dell Server Dell Server (Dell Server) |1
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USING THE LOOKUP ITEM FEATURE

This button gives the QSalesData user the ability to search through the QB Items tab and lookup all
customers that purchased a particular QB Item for a specific date range in ACT. This then gives you the
ability to up-sell or cross-sell to these customers from ACT using an email blast, mail merge, label print,
etc. You do not need to have QuickBooks on your computer to use the Lookup Item feature.

The LOOKUP ITEM button will show up both on the QSalesData toolbar and within the QB ltems tab.

5 Detail View @Liétuiew 4 4 7of8 b Bl |U £ & [J o @ ||

0B Create/Link Customer = Inwvoice = Edit Becord in QB Refresh Data From QB Lookup Hem

| Activities | Opportunities | History | Motes | Documents | GroupsCompanies | Secondary Contacts | Relationships | Web Info I Persanal Info I Conts

Show |Credit Mema, Invoices, Est... |E| Filter By Al |E| ! Lookup Ttem ! Export To Excel :l

Drag a column header here to group by that column

Invoice Invoice Date - Ttem Mum Item Desc Qty Price
a/16/2011 Consulting-125 Consulting Services 125/hr rate. 2
. 134 9/6/2011 Consulting-100 Consulting Services 3 100
. 183 3/18/2011 Consulting-125 Consulting Services 125/hr rate. 3 125

When you click on the LOOKUP ITEM button, you will get the following dialog box:

[Hm] . .
Lookup Contacts =10l x| Type in all or part of the QB item name
to search for. It will do a “contains”
—Search for | ___—1 search.
Ikem IDE" Server «—
¥ Filter by Date
Start Date 1j1/2010 < - You can also specify a date range for
End Date 6/4/2010 El when the QB Item was purchased.

So, in this example, | want to pull up all customers that bought a Dell Server between 1/1/2010 and
6/4/2010. When you click OK, you will get a list of contacts that match the criteria in ACT. They become
your “current lookup” in ACT. You can then perform your marketing in ACT from this list.

B Detailview |2 Lstview |14 4 3 of3 | T &[S @ E E S8

Laok for: | || " Edittode | [~ Taghode Tagal Untag Al
Company Contact ID/Statuz City State

ABC Electric Bob Meyers b equaon |

ABC Baby Suppliez John Pampers Brookfield Wl

ABC b achinemny Tom Truck tilwaukes
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CREATING A QUICKBOOKS CUSTOMER FROM A RECORD IN ACT !

If a prospect in ACT becomes a customer, the QSalesData
product gives you a quick way to add them to QuickBooks as Feature Needs Quickbooks Open

a customer. If you get a brand new customer, you want to

enter them into ACT first and then use this process to add them to QuickBooks.

Note: You will want to confirm that your Field Map  ping is set properly before performing this
step. Go to Tools > QSalesData Import and click on the SET MAPPING button.

Here is how you create a QuickBooks customer from a record in ACT:

1. Make sure that the appropriate ACT and QuickBook s databases are open on your computer.
2. Pull up the appropriate record in ACT! If you just created a new Contact in ACT, make sure to hit the

=

SAVE button on the toolbar first to save the record to ACT.

3. Click on the button on the ACT! toolbar.
4. You will get the following prompt. Note that you can also create a Job in QB from this screen.

5. Choose CREATE CUSTOMER, and you get the next window. If your ACT contact has a Company
name, the window will default to that. If you are dealing with an Individual, it will default to the
Contact LastName, FirstName. You can also pick from the pulldown, or type in your own Customer
name.

6. Click on CREATE to create the QB Customer. The QSalesData program will use your SET
MAPPING field settings configured earlier in the Quick Start Guide. (Tools > QSalesData Import >
Set Mapping button)

7. The end result is a new Customer in QuickBooks, and the record in ACT will be automatically linked
to the record. You will be prompted with the following message which gives you the option to jump to
the customer record in QuickBooks to enter in additional customer setup information if you choose.

o JQBCustomer Created|o )

Iel QB Customer Created, Edit in Quickbooks Now?
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LINK A SINGLE ACT! RECORD TO AN EXISTING QUICKBOOKS CUSTOMER

If you have a single record in ACT! that you want to link to
QuickBooks, you don't have to use the QB Link Wizard. You
can quickly attach the record using the QB Create/Link
Customer button.

1. Make sure that the appropriate ACT and QuickBook s databases are open on your computer.
2. Pull up the appropriate record in ACT!

3. Click on the button on the ACT! toolbar.
4. You will get the following window that appears. Click on the LINK button.

5. QSalesData will use the ACT Company and Contact fields to search for a match in QuickBooks. If it
finds a match, it will display the matching QB records in the list. Otherwise you can type in what to
search for in the QB Customer list and click on the SEARCH button.

If a match is found, it will be
displayed in the list. Otherwise
you can type in what to search for
and click on the Search button. It
will do a “contains” type search,
meaning it will look for the text
anywhere in the Quickbooks
Customer Name. When you find
the QB record you want to link to,
select it from the list and click on
the LINK button.

6. Click on the LINK button when you have found the QB record you want to link to. You will get the
following message when the record link is complete.
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CREATING QUICKBOOKS TRANSACTIONS FROM ACT!

The QSalesData product gives you the ability to create all of the
major types of QuickBooks transactions from ACT! with the click
of a button.

Using the QSalesData toolbar in
ACT, you are able to quickly create

- Invoices

- Estimates

- Sales Orders
/ - Sales Receipts

- Receive Payment

- Credit Memos

=

Make sure that the appropriate ACT and QuickBook s databases are open on your computer.

2. Pull up the appropriate record in ACT! Note that you need to be on a contact record that is linked to
QuickBooks for this feature to work.

3. Select the appropriate Transaction Type (Invoice, Estimate, etc.) from the QSalesData toolbar in
ACT!.

4. You will be transferred over to QuickBooks, and a new transaction will window will be displayed and
pointing to the appropriate customer record. From there you can complete the transaction and hit
SAVE & CLOSE.

5. If you would like the new transaction to be transferred to ACT right away, you can jump back to the

ACT record and click on the REFRESH DATA FROM QB button.
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USING THE QUICK CONTACT SYNC BUTTON TO UPDATE A SIN GLE ADDRESS
IN QUICKBOOKS (ACT > OB BUTTON)

There is an ACT > QB button on the QSalesData toolbar that allows the user to quickly sync the address
information of the current contact with Quickbooks. The new button is at the end of the QSalesData
toolbar and allows you to select either ACT > QB or QB > ACT. When you click the button it will take the
ACT address info and overwrite the customer info in Quickbooks, or vice versa.

If you have made a change to the record in ACT, mak e sure to his the SAVE button on the toolbar
before clicking on the ACT > QB button.

When you click this button, you will be prompted with the following dialog box.

When you click on YES the address information will be pushed in the direction you selected, and you will
receive the following message when the process is complete.
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CONTACT DATA SYNC PROCESS (UPDATING A BATCH OF ADDR ESSES IN ACT!
AND QUICKBOOKS)

The Contact Data Sync feature in QSalesData lets you push

contact field information between ACT! and QuickBooks records

that are linked. You will be able to select which direction to push

updates, and you will be able to run the updates on All Contacts or

the Current Lookup in ACT!. This feature works great if you make all of your customer field changes in
either ACT! or QuickBooks. You can then push them to the records in the other application.

As a best practice, we recommend that a company decides where they are going to make all of their
customer record changes, ACT! or QuickBooks, and stick to that procedure. That will give you the
flexibility to push all records, rather than having to do individual record pushes. We recommend making
all of your customer address changes in ACT and pus hing the changes to QuickBooks on a

regular basis, like once a day or once a week.

Here is a diagram of how the Contact Data Sync feat  ure works:
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Here is how to setup your system for the Contact Da  ta Sync process:

STEP ONE — Make sure the QB_PrimaryContact field is  accessible

Make sure you added the QB_PrimaryContact checkbox field to your ACT! layout.

STEP TWO - Check the QB_PrimaryContact box for reco  rds you want to sync data with

Pull up all of your ACT! contacts linked to QuickBooks by doing a lookup on the QB_InternallD field and
searching for records that Contain Data.

- Lookup > Other Fields

- Setfield to QB_InternallD and change operator to Contains Data

- Click on OK

You now have a list of all of the Contacts that are linked to QuickBooks. Go through the list and check
the QB_PrimaryContact box for the ACT! contacts that you would like to sync field information with
QuickBooks customer records. We recommend a 1-to-1 relationship, meaning that you should only select
one ACT! contact for each QuickBooks customer.

TIP: When you are first starting out, it may be a good idea to pick 1 or 2 ACT! records as the
QB_PrimaryContact and test your Data Sync to make sure your field mappings are appropriate for your
ACT! database. You can come back and select the other records later.

TIP: From the Contact List view, you can add the QB_PrimaryContact field as a column, and then use
the EDIT MODE feature if you are on a newer version of ACT to quickly check the box for contacts.

If you are an Advanced ACT user, you can use the EDIT > REPLACE feature to change the value of the
QB_PrimaryContact field on multiple ACT records all at once.
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STEP THREE - Run your Contact Data Sync Process

TIP REMINDER: When you are first starting out, it may be a good idea to pick 1 or 2 ACT! records as the
QB_PrimaryContact and test your Data Sync to make sure your field mappings are appropriate for your
ACT! database. You can come back and select the other records later.

Note: You will want to confirm that your Field Map ping is set properly before performing this
step. Go to Tools > QSalesData Import and click on the SET MAPPING button.

Now that you have records in ACT! tagged as QB_PrimaryContact’s we can run a data sync between
ACT! and QuickBooks. Here is the procedure for the Contact Data Sync.

1. In ACT, goto Tools > QSalesData Import, and click on the Contact Data Sync tab.

You pick which direction you want
the Data Sync to run.

A

You pick whether you want to run
on the current lookup in ACT, or
using All Contacts.

You can check the box to include
< the Contact and Email fields in the
Data Sync.

When you are ready to Sync
Customer Data, click on the
SYNC button.

2. Pick the direction to sync QB to ACT or vice versa.

3. Choose whether you want to sync all ACT contacts that are tagged as QB_PrimaryContact, or just
the Current Lookup.

4. If you want to include the Company, Contact and Email address fields in the sync, select the
Checkbox at the bottom of the screen.

5. When you are ready to sync, click on the SYNC button in the Contact Data Sync section.

Data will be pushed in the direction you specified, and you will get a “Contact Sync Complete” message in
the lower left of your screen.

Note: Only ACT records that are linked to QB, and have the QB_PrimaryContact field checked will
be included in the Contact Data Sync process.
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CREATING A QUICKBOOKS VENDOR FROM A RECORD IN ACT!

Starting with QSalesData version 2.0.6.8, you can now
create Vendors in QuickBooks from records in.

Note: You will want to confirm that your Field Map ping is set properly before performing this
step. Go to Tools > QSalesData Import and click on the SET MAPPING button.

Here is how you do it:

1. Make sure that the appropriate ACT and QuickBook s databases are open on your computer.

2. Pull up the appropriate record in ACT!
3. Click on the QB Create/Link Vendor option on the QSalesData toolbar in ACT!

From the QSalesData toolbar in
ACT, click on the arrow to pull
down the QB Create/Link
Vendor option and select it.

4. You will get the following window that appears.

Click on the FIND MATCH button to make sure the record doesn’t already exist in QuickBooks. It will
attempt to match by Vendor Name. If it finds a match, you will have the option to link to that record in
QuickBooks. If you get a NO MATCH FOUND message, you can go ahead and select the CREATE
NEW QB VENDOR option to add the record to QuickBooks.

Click on OK to create the QB Vendor. The QSalesData program will use your SET MAPPING field
settings configured earlier in the Quick Start Guide. (Tools > QSalesData Import > Set Mapping
button)

The end result is a new Vendor in QuickBooks, and the record in ACT will be automatically linked to
the record.
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LINK A SINGLE ACT! RECORD TO AN EXISTING QUICKBOOKS VENDOR

If you have a single record in ACT! that you want to link to
QuickBooks, you don't have to use the QB Link Wizard. You
can quickly attach the record using the QB Create/Link Vendor
button on the QSalesData toolbar.

1. Make sure that the appropriate ACT and QuickBook s databases are open on your computer.
2. Pull up the appropriate record in ACT!

3. Click on the button on the ACT! toolbar.
4. You will get the following window that appears. Click on the LINK TO EXISTING QB Customer option

5. Then click on the SEARCH button to search for an existing QuickBooks Vendor record to link to.

If a match is found, it will be
displayed. Otherwise you can
choose the SHOW ALL QB
Vendors option to choose from the
entire list of QB Vendor Records.

9. Click on the LINK button when you have the appropriate QB Vendor record selected.
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UNLINKING AN ACT! RECORD

At some point you may want to unlink an ACT Record from QuickBooks. To unlink a record, simply pull
up that record in ACT and click on the appropriate button on the toolbar depending on if it is a Customer
record or Vendor record.

Then click on the LINK button and you will get the following message:

Answer YES and the record will be unlinked. When you unlink a contact all of the QB Sales Total and
Related fields will be cleared as well. The next time the QB import runs, the QB Transactions will be
cleared for that record as well.

CLEARING DATA ON THE OB TRANSACTION TAB

In some cases you may have linked an ACT record to the wrong customer in QuickBooks, or you deleted
a transaction in QB and you need to clear the data in the QB Transactions tab and resync the transaction
data. We have added functionality to the Clear Data button. You can access the Clear Data function by

going to TOOLS > QSALESDATA IMPORT in ACT. You will get the following options:

Once you clear the data, you can click on the REFRESH FROM QB button or run a Transaction Sync
(Tools > QSalesData import) to bring down the data again from QuickBooks.
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CONVERTING ACT! OPPORTUNITIES TO OB TRANSACTIONS

This new functionality allows the ACT Sales User to create an Opportunity in ACT!, select QuickBooks
Items from the ACT! product tab, and when the timing is right, the Opportunity can then be converted to a
QB Transaction (Estimate, Invoice, Sales Order, Sales Receipt) with a click of a button.

There is no easy way to update existing ACT Opportunities so they can be converted to QB Transactions.
We recommend using this new process for all future Opportunities created.

How to get the Opportunities to QB Transactions pro cess setup on your ACT! system:

1. From ACT, go to Tools > QSalesData Import and click on the Build Fields button, and say YES
when prompted.

2. Check the box for Opportunity fields, enter in the ACT login info and click on the BUILD FIELDS
button, and the specific Opportunity fields needed for QSalesData will be built.

3. Close out of ACT and go back in after the Build Fields program has completed.

4. Go to Tools > Design Layouts > Opportunity and add the following fields to the Opportunity
Layout so you can see them on the Opportunity screen in ACT:

Your ACT! 2010 system is now setup and ready to utilize the new Opportunity to QB Transaction
features.

Copying the QuickBooks Item list into the Product L istin ACT!

One of the key components of the process is having your QuickBooks Items listed in the ACT Opportunity
Product list. We have a function that copies your QB item list into the ACT Opportunity Product List.

1. From ACT, go to Tools > QSalesData Import

2. Click on the SYNC ITEMS button in the lower right of the window.

3. You will be prompted to Clear the Product list before syncing, we recommend saying YES to this.
A status of “Updating ACT! Product List” will appear in the lower left while the QB Items are being
copied down to ACT.

4. When the process is complete, you will get a “Sync Complete” message.
When complete, all of your QB items exist within the ACT Products list.

6. To verify, you can go to the Opportunities section of ACT (View > Opportunities). And then go to
(Opportunities > Manage Product List) and that will pull up the product list in ACT.

o

Note: Each time you run the SYNC ITEMS function it will copy down any new QB Items and also make
updates to existing QB Items that may have been changed (description, price). The new nightly sync
program will also have a checkbox to run the Sync Items every night as well.
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Here is what the Product List looks like in ACT with the QB items copied down. Notice that the Item
Number, Item Description, and Price came down for all QB Items. If you have Inventory Parts in
QuickBooks, then the Cost will also come down into ACT. We include the Item Number at the end of
each Description/Name to keep them unique in the ACT product list.

Creating an Opportunity in ACT! that can be convert  ed to a QB Transaction

First thing to note is the user/workstation that is creating the opportunity needs to have a QSalesData
license in order for the process to work.

1.
2.
3.

Pull up the contact in ACT that you want to create an Opportunity for.
Go to the Opportunities tab and click on the NEW OPPORTUNITY button

ACT will jump you to the New Opportunity screen. If the contact was linked to QuickBooks, than
the QB ID number on the Opportunity will be filled in, otherwise it will say NOID.

Go to the Products tab of the Opportunity and click on the ADD button.

The first time you see this screen, you will have more fields than you need. Click on the
DISPLAY FIELDS button to adjust the fields that show up to match the list below:
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6. When you click OK, your data entry screen will look like the one below. This should work just fine
for most companies,

\ Select your QB Item from the list.
When you hit TAB, the Name and
price will auto-populate. Then update

/ your quantity and you are done with
entering this product in ACT. This is
the equivalent to a line item on an

invoice in Quickbooks.

7. The user can click on the ADD button again on the Products tab to add more line items to the
Opportunity.

8. Below is an example of a Products tab that has multiple line items created in ACT.

9. At this point the user can fill out any other fields related to the Opportunity (stage, process, etc)
and manage that opportunity. Once the Opportunity is sold, you will be able to convert it to a
QuickBooks transaction.

10. If the user wants to generate a quote from ACT, they can use the Create Quote feature
(Opportunity > Create Quote). The ACT quote template is pretty limited. If you need more
advanced quote template/merge functionality, we can recommend some 3" party addons for you.
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Converting an ACT Opportunity to a QB Transaction

When the time is right (deal is sold, time to create estimate, etc.) you can quickly convert an Opportunity
to a QuickBooks transaction.

In order to perform this conversion, you need to be on a workstation that has QuickBooks Installed as well
as QSalesData. What will normally happen is the Salesperson will create and maintain the Opportunity in
ACT, and a back office person that has QuickBooks on their computer will lookup Opportunities that are
WON and convert them to QuickBooks transactions.

Converting a Single Opportunity from the Detail Vie ~ w in ACT!

1. Pull up the Opportunity in ACT that needs to be converted.

2. When you are on the Detail view of that opportunity, you will have a QSalesData toolbar with the
following options for converting:

3. Choose the appropriate conversion option.
4. The QB transaction will be created and you will be prompted with the following window:

5. If you choose yes, it will bring up the transaction in QuickBooks that you just created.

6. In addition, the QB Trans ID and QB Trans Type fields are also updated for the opportunity, giving
you a record that it was converted and what it was converted to.

7. Once the Opportunity is converted, you can use the on the QSalesData toolbar to
pull up the transaction in QuickBooks.
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Converting a Multiple Opportunities from the Opport unity List View in ACT!

You also have the option of converting a whole chunk of

opportunities all at once. You could for example lookup all

Opportunities that are WON, but have a blank QB Trans ID or QB

Trans Type, meaning they haven’t been converted to QB Transactions yet.

Here is how to convert from the Opportunity List

1. Select the Opportunities from the list that you want to convert. Notice the ones in the screen shot
below don’t have a Trans ID or Trans Type, telling me they have not been converted yet.

2. Click on the CONVERT TO button on the QSalesData toolbar, and select the type of QB Transaction
you would like to create.

3. When all of the Opportunities have been converted, you will get the following message.

4. You will see that the Trans ID and Trans Type get filled in for each one created.

5. Once the Opportunities are converted, you can use the on the QSalesData
toolbar to pull up the transaction in QuickBooks if necessary.
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MOVING A QSALESDATA LICENSE TO ANOTHER MACHINE

You may need to move a QSalesData install from one machine to another machine because you are
replacing a machine, or you want to give the functionality to a different user.

Here are the steps to deactivating a license and moving it to a new machine:

1. Go to the machine that you want to remove QSalesData from
2. In ACT!, go to Tools > QSalesData import and click on the LICENSING button. You will get the
following window. Highlight your serial number, and paste it into a document for future reference.

3. Click on the DEACTIVATE button to run the Deactivate process. You will get the following
window:

4. Click on the DEACTIVATE button and your serial number will be deactivated on this machine via
the Internet. You will get a message saying the license has been deactivated and the serial
number will be displayed so you can note it to use it on the new machine.

5. You should go to Control Panel > Add/Remove Programs on the machine and remove the
QSalesData program. The serial number can now be used to register QSalesData on another
machine.
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