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Overview of Office Timesheets 6QuickBooks ® integration

Office Timesheetsffers two-way integrationwith QuickBooks thasynchronizes, among other things,
employees, items lists, adA YS Sy idNASa 06Si6SSy GKS g2 | LILX AOI GA
synchronization keeps the following data sets in sync between Office Timesheets and QuickBooks:

Employees & Employee Data

Customers & Customer Data

Customer: Jobs & Job Data

Servce Items & Service Item Data

Payroll Items & Payroll Item Data
Employee Time Entries & Time Entry Data

=A =4 =4 4 -4 4

All data elements listed above, with the exception of Payroll Items, can be managed (added, modified,
deleted) from either Office Timesheets or QuickBadNhen data is managed from one application,

hFFAOS ¢AYSaAaKSSGAaQ v.[AYy] LWL AOFIGAZ2Y AylddzAGA @St e
keeps them in sync with the other application.

NOTE: While the list of QuickBooks Payroll items alwegmmains current within Office Timesheets
whichto apply to time entries Payroll ltems and Payroll Item data may only be managed (added,
modified, deleted) from within QuickBooks.

Office Timesheets offers an ea®yruse and highly configurabf@ocessdriven workflow for employe

time entry that far exceeds thééme tracking features angrocesscapabilities built into QuickBooks.

Because of Office Timeshegts Tt SOk §A A GER A2 | OO02Y LI A &K stalNF OG A OF ¢
employee time and exgnse trackindor time billing, job costing, projedtacking time attendance and

more.

System Requirements for Office Timesheets dQuickBooks Link

Office Timesheets QBLink Application (downlbed)

Microsoft Windows Vista, 2003, XP, 2000

64 MB of RAM

25 MB of Hard Disk Space

*QuickBooks Professionat Premier2007 and highe(QuickBooks SDK 6.0)

= =4 =4 4 =

*May work with earlierversions of QuickBooks Professional. However, support is not provided for these versions as they have
not been tested by Lookout Software.



http://officetimesheets.fileburst.com/QBLink/OTSQBSync_setup.exe

How the Office Timesheets QuickBooks synchronization works

To accomplish a higlevel of integration with Office Tiesheets, Loabut Software developed a
sophisticated yet simple to usspplication called QBLink. The QBLink application is designed to be
installed on the computer in which your QuickBooks installation resides. This facilitates the efficient
synchronizatia of data between Office Timesheets and QuickBooks regardless of what type of Office
Timesheets installation you have (seltall or On Demand), and regardless of where your Office
Timesheets data i®cated Thus, the QBLink application can synchrodata between Office

Timesheets and QuickBooks owdocal area network or over the internet.

The QBLink application is designed to ruthimbackgroundon the computer in which it is installednd
contairs settings in which you configure that allowtdt access data in your QuickBooks company file
and your Office Timesheets database for the purpose of synchronizing data sets betwéen the
applications on a schedudasis, and withouany uselintervention if you so desire.

In a nutshell, the QBLink application acts as a bridge between your Office Timesheets and QuickBooks
installations, and performs synchronization between the two applications per your specified
configuration.

There is no additional cost to obtain tiffice Timesheet€QBLink application for QuickBooks. Also, the
QBLink application works without limitation with the Office Timesheets@@free trial version. Refer

to the Installation and Configuration Topic of this document to obtain the link to downlaa@BLink
applicationfor installation on your QuickBooks computer

Data Element that are synchronized between Office Timesheets and
QuickBooks

As mentioned previously, the following data elements and are synchronized between Office Timesheets
and QuickBoks:

Employees
Customers
Customer: Jobs
Service Iltems
Payroll Items
Time Entries

=A =4 =4 4 -4 4

Because terminology and hierarchy of the these items are fully customizable in Office Timesheets, Office
Timesheets allows you configure its integration with QuickBooks sg/thiatan map your unique time
tracking element hierarchy to that of QuickBooks. For more information regarding element item

mapping preferences for QuickBooks please refer to the t8ptap your QuickBooks integration
preferencesbelow.
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Employees

OfficeTimesheets supports twaray integration of Employees with QuickBooks. Once the
synchronization between the two applications stattee Employee list in Office Timesheets and the
Employee list in QuickBooks will remain in sync. Employees can be addefiedh@did/or deleted in
either application, and those additions, modifications and/or deletions will be reflected in the other
application upon the next synchronization by the QBLIink application.

Employees from your QuickBooks database can only be mappibe Employee level within Office
Timesheets.

Vendors

Office Timesheets gives you the option to add and synchronize your Vendor list from QuickBooks to your
Office Timesheets Employee list. This option exists to allow you to setup Vendors-(angrdstors)

from QuickBooks with Office Timesheets login accounts. Vendor time entries would then flow back into
QuickBooks to perform vendor related accounting functions (client billing, vendor payments, etc.).

Vendors from your QuickBooks database can onlgnapped to the Employee level within Office
Timesheets.

Customers

Office Timesheets supports tweay integration of your Customers (or Clientgth QuickBooks. Once
the synchronization between the two applications starts, @estomer ¢r appropriately mmed

mapped Element levelist in Office Timesheets and tl@istometist in QuickBooks will remain in sync.
Customergan be added, modified, and/or deleted in either application, and those additions,
modifications and/or deletions will be reflected ing other application upon the next synchronization
by the QBLink application.

/| dZAaG2YSNAR FNRY @2dzNJ vdzA O1. 221& RIGlFolF&asS OFy o6S Yl
element levels.

Customer: Jobs

Office Timesheets supports tweay integration of your Customer:Jobs (this may be named diffdsent

in Office Timesheets) with QuickBooks. Once the synchronization between the two applications starts,
the Customer:Jobs (or appropriately named mapped Element level) list in Office Timesheets and the
Cwtomer:Job list in QuickBooks will remain in sync. Customers:Jobs can be added, modified, and/or
deleted in either application, and those additions, modifications and/or deletions will be reflected in the
other application upon the next synchronizationthe QBLink application.

Even though Customers and Jobs are not separate entities in QuickBesesfwo entitiegCustomers
and Jobs) are stored at Element levels within Office Timeshketse Office Timesheets QuickBooks
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preferences screen you map @uBooks @z4 12 YSNE (2 hFFAOS ¢AYSakKSSaa GA
Mné FyR vdai@] hFFROSWRXA YSEaKSSia wmhaY® CEINDOSRY YLBESSY
you have twoOffice Timesheets time tracking element ls@Il f f SR ad& NR BB D& ¢ 1oy RY G KA
@2dz g2dA R ftA1Ste& glyd G2 YIFLI @2dzNJ vdzi Oleleénf a Odza i
level while mappingyourQGil . 221a W206a fAald O KBenme@dd.OS ¢AYSaKSS

To accommodate this level of flexibj, the Office Timesheets QBLink writes job information into Office
Timesheets in a unigue way, writing the full Customer:Job name to the elemenhitenefield and

only the Job Name to the element iteAbbreviationfield. This allows for numerous options within
Office Timesheets and allowse QBLink application to maintain a proper t@aship to Customer:Jobs
when synchronizing witQuickBooks.

This is not an issue within Office Timesheets however, as the Qffiesheetd/iew Criteriaallows you
to select which field (Name or Abbreviation) you wish to view on the Timesheet View or @ifiia

¢ AYSaKSSia Qselediod ¥8 Thiis, ybuicdnkeep the name field fully hidden from your
Employeeso that anly the QuickBooks Job name is shown

Also, managingob Names within Office Timesheets works slightly different fstimer synchronized list
AlGSyax

1 The Office Timesheets QBLimktesthe Job Name only (not the Customer Name) to the
abbreviation field.

1 The Name field for the mapped level will contain the full name of the Customer: Job (IBM:
Development) while the Abbreviation field will contain only the Job name (Development).

' For Jobs that originate in QuickBooks addysO (2 hFTFA OS ¢ JappkatsnSSGaxX i KS
writesthe Jobname to the Abbreiation fieldon the first syn@nly. Each subsequent sync will
ignore the Abbeviation field. This will allo®@ffice Timesheets usets change the text in the
Abbreviation field as they see,fiand whateverdtyped in the Abbreviatiorfield after the first
syncwill never changavith subsequensynchronizations.

f ForJobsthatdA A Y| 0S Ay hTTFAO8&pplicatiovighares BeSablrexiatignS v . [ Ay
field with all syncs. Once the Job name is created ickBwoks, the sync will change the name
2T 0KS W20 O6Ay (KS YIFLIWSR 9fSYSyd [ S@St abl YSE
name in Office Timesheets for maintainiagroper relationshigor synchronization to
QuickBooksFor example, it would chaagDevelopmend to dBM: Developmerit

1 The only way to modify the Job Name in OfficeTimesheets to sync back to QuickBooks is by
changing only the text after the colon.

Service ltems

Office Timesheets supports twweay synchronization of your Service Itemith QuickBooks. Once the
synchronization between the two applications starts, the Serviced{@mappropriately named mapped
Element level) list in Office Timesheets and 8wvice Itemést in QuickBooks will remain in sync.
Service itemsan be aded, modified, and/or deleted in either application, and those additions,




modifications and/or deletions will be reflected in the other application upon the next synchronization
by the QBLink application.

Service Iltem$rom your QuickBooks database can¥é LILISR G2 Fyeé 2F hFFAOS ¢AYS
tracking element levels.

Payroll ltems

The Office Timesheets QBLink keeps your list of Payroll Items within QuickBooks in sync with your list of
Payroll Items within Office Timesheets. However, Payroll ltems can only be created, modified or deleted
from within QuickBooks.

Payroll Items fromydzNJ v dzA O1 . 22144 RIdF ol asS OFry 0SS YILWSR G2 |
tracking element levels.

Time Entries

The Office Timesheets QBLink keeps time entry records in sync between Office Timesheets and
QuickBooks. Thus, when a time entry record is adidéthin QuickBook# will appear within Office
Timesheets, and vieeersa. Time entry record modifications and deletions are also kept synchronized
between Office Timesheets and QuickBooks via the QBLink application.

NOTE: QuickBooks Sub Jobs and SubiSes

l'd GKAAa GAYST hFFAOS ¢AYSAKSSGaQ vdzaidl.221a [AY]
Sub Services. Support for these items is expected is expected in the next release of Office Timesheets
QuickBooks link

Synchronizing Personal and/o r Private Information

While there are many data elements in QuickBooks that most would consider personal and/or private
information; Office Timesheets currently allows for the synchronization of two data elements that are
considered to be personal and/private:

T 9YLX 2888 {20Atft {SOdzNARGe& bdzyoSNA o0{&yOKNRYyATl SR
personal data fields).

 /dzAG2YSNI / NBRAG /FNR bdzYoSNE o0{&@yOKNRYyAT SR (2
QuickBooks fields).

At the beginning of your QuickBa®kynchronization you have the option to synchronize this private
data for not. You may also choose to turn this option on (if you had previously chosen not to
synchronize them) or turn these options off (if you had previously chosen to synchronize theany) a
time. If you have chosen to synchronize either of these items with your synchronization, and decide to
turn them off by unchecking either of or both of these options you may see that nothing has happened
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on your next synchronization (the items weretmemoved). There is an easy way to resolve this issue, if
Al 200dzNBE>X o0& aAvYLi e YI1Ay3 lyeé OKIF y3y8chihgy |y 9 YLK

)T OOAT 1T ACETT AT A #11 ZFECOOAOQETT 1T £ | EEEDAX
Integration

Step 1: Before you begin checklist

1. Before you can begin with the Office Timesheets QuickBooks installation ystthawve an
Office Timeshets Database setup and running. Your Office Timesheets instakiatiobe either
aselfinstallversionor an On-Demand account.

2. You nust have administrative accessyour Office Timesheets database, particularly a
username and passwomglith administrative access to your Office Timesheets database

3. You nust have QuickBook&007Professional or highesetup witha company file.

4. Youmug have administrative acceg¢asername and password, if needed) to RaickBooks
company fileyou wish to synchronize with Office Timesheets

Step 2: Setup your QuickBooks Integration Preferences

1. Log into Office Timesheets; click on thaport/Export tab; then click on th&uickBookscon in
the QuickBookgibbon group.




Current IMegration Status: Enabled

& Use QuickBaoks Integration
] Synchronize QuickBooks Vendors to Ofice Timasheels Employees

"] Synchronize Time Entries from Quick Books with Vendors

Map QuickBooks Customer 1o Office Timesheels elemeant level CHhent -
Map QuickBooks Jobto Office Timesheets element level Project -
Map QuickBooks Payroll to Office Timesheets alemant level Payred Remn =

Map QuickBooks Service items to OMice Timesheets element level Actiity -
Map QuickBooks Billable Status to Office Timesheets Entry Status Bllable -
CuickBooks computer name

CuickBooks company file

Save

From theQuickBooks Preferencssreen click on th&Jse QuickBooks Integratiocheckbox to
enable your Office Timesheets database to talk to QuickBooks via the QBLink application.

| Use CuickBooks Integration

If you wish to synchronize Vendors from QuickBooks to the Office Timesheets Employee list,
click on the SynchronizguickBooks Vendors to Office Timesheets Employelesckbox.

| Synchronize QuickBooks Vendors to Office Timesheets Employees

If you wish to synchronize time entries incurred by Vendors within Quidi€BimoOffice
Timesheets; click on th®ynchronize Time Entries from QuickBooks with Venddneckbox.

| Synchronize Time Entries from Quick Books with Vendors

Selectthe element level within your Office Timesheets database that corresponds with
Customers in your QuickBooks database usingbp QuickBooks Ctismer to Office
Timesheets element levadrop down list box.

Map QuickBooks Customer to Office Timesheets element level Client -
Map QuickBooks Job to Office Timesheets element level it
Map QuickBooks Payroll to Office Timesheets element level Phase

Activity
Payroll tem

Map CluickBooks Sernvice items to Office Timesheets element level
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6. Select the element level within your Office Timesheets database that corresponds with
Customer Jobm your QuickBooks database using Map QuickBooksobto Office
Timesheets element levadrop down list box.

B Map QuickBooks Job to Office Timesheets element lavel Project -

Project

Phase
Auctivity
Payroll tem

Map QuickBooks Payroll to Office Timesheets element level

Map QluickBooks Service items to Office Timesheets element level

Map QuickBooks Billable Status to Office Timesheets Entry Status

7. Select the element level within your Office Timesheets database that corresponds with Payroll

Items in your QuickBooks database usingttap QuickBook$ayrollto Office Timesheets
element leveldrop down list box.

Map QuickBooks Payroll to Office Timesheets element level Payroll tem

Map CluickBooks Service items to Office Timesheets element level E:i;gtct
Map QuickBooks Billable Status to Office Timesheets Entry Status |Phase
Activity

Payroll tem

CluickBooks computer name

Note: When you activate QuickBooks Integration (step 2 + Save button), Office Timesheets will

automatically create an element level namedyroll Item This level can be renamed within
Office Timesheets and/or move to a different level.

8. Select the element level within your Office Timesheets database that corresponds with Service

Items in your QuickBooks database usingMep QuickBooksService itemgo Office
Timesheets element levalrop down list box.

Map QuickBooks Senvice items to Office Timesheets element level | Activity -
Client

Map CluickBooks Billable Status to Office Timesheets Entry Status

Project

CluickBooks computer name Phase

) Activity
CQluickBooks company file Payroll kem

9. Select the entry status withirdydzNJ h F FAO0S ¢AYSaKSSGa RFEGFolas

status in your QuickBooks database usingMap QuickBook®illable Statugo Office
TimesheetEntry Statudrop down list box.

z

uKI

Note: By default, Office Timesheets creates an entry st&duls R Ol f f SR rystatud f | 6 f Sé

level 1 and, by default, this status will be selected.

10. Once you have finished configuring your QuickBooks synchronization preference, chekéhe
button to save your settings.
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Save

Step 3: Install the Office Timesheet s QBLink Application

1. If you have not done so already, download the Office Timesh@Btsnkapplication to a
computer that can access your QuickBooks company file from
http://officetimesheetsfileburst.com/QBLink/OTSQBSync_setup.exe

NOTE: For optimal performance, you should install the Office Timesheets QBLink application
to same computer that runs your QuickBooks installation.

2. Toinstall the Office Timesheets QBLapiplication, @uble-click on theOTSQBSync_setugon
in which you downloaded to your computer.

e

OTSQBSync_
setup

3. From the QBLink for Office Timesheets SeMgicomeinstallation panel clicklext.
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4. From the QBLink for Office Timesheets Sdtgballation Foldemstallation panel chose a folder
location on your computer in which to install the QBLink application andNégk
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