How to Setup and Synchronize
TeleTracker

with
QuickBooks

Very Important Note

The TeleTracker QuickBooks interface will only work with
QuickBooks 2003 and forward. If you are using a earlier version of
QuickBooks you will need to upgrade before continuing.

What You Will Learn In This Guide

This guide shows you step-by-step how to setup TeleTracker and
QuickBooks to successfully synchronize your financial data.

If you follow the directions exactly you will find the experience to
be quite user friendly.

If you have any questions or require additional assistance please
call 877-277-6810 ext 817.

Paul Schultz
Director of Learning Services
TeleTracker



Step 1: What you need to do in QuickBooks

1. Start QuickBooks and open your company file.
2. Look for the menu bar at the top of the screen.

File Edit View Lists Company Customers Yendors Employees Banking Reports Window Help

@ & & = ¥

Home Customer Center Vendor Center Employee Center  Report Center

3. Click on Edit. (the menu opens)e <

)

Use Register  Crrl+R.

Idse Calculatar

Seatch. ..
\J Find... Ctrl+F

4. CliCk On Preferences @ > Preferences...

9

. The Preferences Screen will open. (As seen below)

6. Click on Accounting. (The 1st item on the menu on the left side of
the screen)

7. Click on the Company Preferences tab.e—

Preferences Type a help question ¥ How Do I?

st . | MyPreferences | Company Preferences’

O

 ZH  Accounting

E Checking

599 Desktap Yiew There are no personal preferences for Accounting.
% Finance Charge Please click the "Company Preferences” tab above for more options. Default

B2 General

fi Integrated Applications Also See:

‘ Items & Inventory
=+ Jobs & Estimates

@ Payroll & Employees Fé?ns;rloolldzgcsi
@ Reminders

¥ Reports & Graphs

3 Sales & Customers
lg| sales Tax

Q Send Forms

% Service Connection
¥ Spelling

[22] Tax: 1099

T8 Time Tracking

General




8. Click on: Use account numbers.«
9. Click on: Use class tracking,.

“ My Preferences | Company Preferences |
_@ Bills Accounts v
E Checking [[] Use account numbers Require accounts
#3¥ Desktop Yiew Show lowest subaccoudnt or
%, Finance Charge
®a General
3" Integrated Applications Ll i Also See:
‘ Ttems & Inventory Automatically assign general journal entry number Garatal
= Jobs & Estimates Warn when posting a transaction to Retained Earnings
: Payroll and
EE] Payroll & Employees Date Warnings Employees
=1
@ Reminders Warn if transactions are |90 l day(s) in the past
? Reports & Graphs Warn if transactions are !30 ] day(s) in the future
3 Sales & Customers
lg| Sales Tax Closing Date
Date through which books are closed: ({not set)
Q Send Forms
% Service Connection [ Set DatefPassword ]
@ Spelling
[22] Tax: 1099
& Time Tracking
4 b h 1 d t . Accounts
° )
OX€S shou now contain a IJse account numbers Require accounks
green CheCk mark. [ ] shiow lowest subaccount anly
e Your screen should look exactly T :
. . . v|1lse class tracking
like the picture to the right. |z i
Prompk ko assign classes

10. Click the OK button to save your changes. ®

Step 1 is complete.



Step 2: Adding Your GL Accounts into QuickBooks

When you create a new GL account in QuickBooks, three things will be required.

1. The appropriate Account Type.
2. A unique number for every GL Account.
3. Aunique name for each GL Account.

On the next page, I have supplied a list all the GL Accounts you will need to create in
QuickBooks. I have also included my Account Type recommendations. Therefore, the
only thing you need to do is assign a unique number to each GL Account.

I’ve provided an empty field on the next page where you can write in the GL Account
number you will be using prior to entering the accounts into QuickBooks. This will
save you time in the future.

Also, keep in mind the number you assign to a GL Account cannot contain anything

but numbers. Do not put dashes in your numbers. You can use any number, from 1 to
whatever, as long as it is not already being used by another GL account in QuickBooks.

Very Important

e Accounts Receivable and Accounts Payable are a basic function in Accounting and
where most likely created when you created your QuickBooks database. Check your
Chart of Accounts to see if they have already been created. If so, you do not need to
create them again.

e Do not create more than one Accounts Receivable account or one Accounts Payable
account in QuickBooks.

o FHEFEX Do not put dashes in your GL numbers. Example: 123-01 will not work and
will create an error. The correct way would be 12301.

e Itis ok to have dashes/hyphens in the Account Name. Example: Co-op is OK.

e All Account Names in QuickBooks need to be 30 characters or less.



Account Name Account GL Important Notes
Type Number

Your Bank Bank — What bank/s do you use for you

* Create one business? The name of this account
for each store should be the name of your bank.
if you want to ,
track deposits — The bank ac.coun_t/s that you de_posr[
per location. yt(?ur collections into and pay bills out

of.

— Some companies have a different back
account for each store.

Acc0}1nts Accqunts — The money due from all customers for
Receivable Receivable merchandise or services delivered on
credit.

Accounts Accounts — Tracks money you owe to your Vendors
Payable Payable in TeleTracker.
Undeposited Other — QuickBooks should automatically
Funds Current create this account when you create
« Createone [Asset your QuickBooks database.

for each store )

if you want to — Money collected at time of sale. Cash

track money and checks.

collected by — These funds are what you will be

store. depositing into your bank account.

— You will need to transfer these funds
into your QuickBooks Bank Account
after you make deposits.

— Create this GL Account for each
store location. (Optional)

Pending Credit |Other — Tracks Credit Card Purchases

Cards Current

e Create one |Asset — Create this GL Account for each
for each store store location. (Optional)
if you wan.t to — Some customer don’t use this. They
track credit just send the CC charges directly to
card sales by their back account in QuickBooks.

store.




Shipping Cost of Goods Shipping and Handling Charges you

Expense Sold incur.

Shipping Income If you ship products to customers and

Income charge them shipping and handling.

House Current Liability Deposits from customers.

Deposits Or _ o

Income If this deposit is taken on behalf of

your service provider and you expect
to pay this out within the year it is a
Current Liability.
If this deposit is yours to keep it is
income.

Unreceived Other Current If you transfer inventory from store to

Store Asset store.

Transfers

Restocking  Income Tracks fee’s you charge the customer

Fee on a return.

Sales Income Total Sales

Returns Expense Total Returns

(Optional)

You can also send your returns
directly to sales GL instead of having
two separate GL accounts.




Inventory Other Current The total value of all your inventory
Asset

Cost of Goods COISt of Goods Calculates the Cost of Goods for all

Sold Sold your sales.

Coupon Expense or Cost Tracks the discounts given with

Expense of Goods Sold coupons

Sales Tax Current Liability Create a separate GL for each tax
you have in TeleTracker.
This tracks how much owe the
government.

Refun(.i Bank Allows you to print checks from within

Checking QuickBooks for customer refunds in

) TeleTracker.
(Optional)

Create this GL Account for each
store location. (optional)

You can send this information
directly to you bank account GL.
This way when you print a check it
automatically lowers your bank
balance by the amount of the refund.




Reason: Expense or New inventory put into TeleTracker

Inventory Current Liability using Inventory Adjustment.

Adjustment You purchased the inventory. This is

In tracking the total $ amount (your cost)
on the Inventory Adjustment in.

*See Note This inventory will have to be paid for

Below so it will either be an expense or a
current liability to your company.

Reason: Expense Lost, stolen, or defective products you

Inventory are removing from your inventory.

Adjustment Anytime you remove inventory without

Out a sale you are losing money.

Service Current Liability Deposits you collect from the customer

Provider for your service provider.

Deposits

Customer Expense Amount of the discount the customer

Rebates receives when activating a phone.

Trade In Ask your If you allow customers to trade in their

accountant old phones on a new purchase.

TeleTracker |Long Term 9999 Do not use any number other than

GL Suspense |Liability 9999 for this account.

Code

Important Information

When using QuickBooks, I highly recommend using Purchase Orders instead of an
Inventory Adjustment In when adding inventory.

e A purchase order is vendor specific. You will be able to track how much you owe
each vendor in QuickBooks.

e A purchase order automatically creates an entry in your Accounts Payable.

e You can track shipping expenses with purchase orders.




Step 3: How to enter the GL accounts into QuickBooks

1. Open your chart of accounts in QuickBooks.
2. This can be done by clicking on the Chart of Accounts Icon from your home

page.

3. Or click on Lists.I

?? File Edit View Lists Company Customers Vendors Employees Banking Reports Window Help

® e & | F % (K 8 ¥ S

Home Custol Vendor Center Employee Center  Report Center Reminders |Search Feedback Services Payroll Credit Cards

Company

s b ) @ =

J - ;omi >

Purchase Receive Enter Bills Manage =7
Orders Inventory Against Sales Chart of

Inventory Tax Accounts
3t
D
Enter Bills Pay Bills Services Quantity

Items & Adjust
On Hand

LB vendors

#h
Cougle
Marketing
l\'fé Tools
Create Sales
Receipts Banking

L  Customers

15 5 8

Invoices Receive Record Reconcile
Payments Deposits
% &
Refunds ” g
b Write Check
& Credks Checks Reqgister
o)
Print

Checks




4. The Chart of Accounts screen will open.
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@ (5]
Home Customer Center Yendor Center  Employee Center  Report Center
%) Jr |
B L £ ¥ 8 @
Reminders Search Feedback Services Payroll Credit Cards

¢ Name Description § Type « Balance ...
+101569 * MY BANK Bank 1,000.00
+1238 * REFUND CHECKING Cut checks for a refund Bank 0.00
#1000 ' Accounts Receivable Money owed to me by customers Accounts Receivable 0.00
+1002 * CASH ON HAND CASH COLLECTED ON SALES Other Current Asset 1,972.00
+10950 * PENDING CREDIT CARDS PENDING CREDIT CARDS Other Current Asset 0.00
+12000 * Scottsdale UNDEPOSITED FUNDS  [INVOICE PAYMENTS NOT DEPOSITED: Other Current Asset -9.00
+12100 * COST OF INVENTORY Costs of inventory purchased for resale Other Current Asset 4,621.00
+10001 * ACCOUNTS PAYABLE ‘What I owe vendors Accounts Payable 315.00
+11001 * BILL PAYMENT Customer pay phone bills and money is owed to service provider Other Current Liabi... 850.00
24700 * Customer Deposits Deposits Paid to Service Providers Other Current Liabi.., 0,00
©25500 ' TAXES Unpaid sales taxes, Amounts charged on sales, but not yet paid to the government Other Current Liabi.., 190.50
430000 * Opening Bal Equity Equity 1,000.00
+9999 + TELETRACKER SUSPENSE GL CODE |Transactions to be discussed with accountant, consultant, or tax preparer Equity 0.00
41001 * RETURNS AND REFUNDS PRODUCT RETURNS AND REFUNDS Income
+11000 * PRODUCT SALES Sales of all merchandise Income
+1236 * RESTOCKING FEE RESTOCKING FEE'S COLLECTED Income
1237 * UNRECEIVED STORE TRANSFERS Income
+2000 ' Sales Total Sales for Products Income
+40218 ' Sprint Nextel Commissions Due Income
+48300 * Coupon Sales Discounts Discounts given to customers Income
+438301 ' COUPON TEST Income
+48600 * Service Sales Sales of services such as phone repair and service fees collected. Income
+B8989 * PRODUCT RETURNS PRODUCT RETURNS Income
+1003 * Inventory Adustments NEW ADJUSTMENTS TO INVENTORY Cost of Goods Sold
+1004 * REASON -Inv Adj Out Missing, Stolen, Broken Inventary Cost of Goods Sold
+51800 * COST OF GOODS SOLD Credit card merchant account discount fees, transaction fees, and related costs Cost of Goods Sold
+64900 ' INVENTORY WHAT I PAID FOR INVENTORY Cost of Goods Sold
460200 * Shipping Expense Expense

secoi <ttty mnterrte

5. To begin adding your GL Accounts click on the Account button.®

6.

This menu box will open. |-->New

Chrl+h

Edit Account Chr+E

7. Select New.e

8.
9.

Delete Account Chrl+D

MMake Account Inactive

Show Inactive Accounts
w Hierarchical Yiew

Flak Yiew

Customize Columns..,

Import from Excel ...
s Chrl+U

Find Transactions in...

Prink List...
Fee-sort Lisk

Chrl+P

The Account Type box opens.
Choose the Account Type for this GL Account.

These are all listed for you on page 5 & 6 of this guide.
10. After you make your selection click on the
continue button.

% Choose one account type and click Continue.

Categorize money your business earns or spends

O Income

O Ezpense

Or, track the value of your assets and liabilities
O Fixed Asset (major purchases)

() Bank

O Loan

O credit Card

O Equity

This Drop Down Menu
contains many of the Ac-

count Types you will be /

using.

() Other Account Types \@& v

Accounts Receivable
Other Current Asset
Other Asset
Accounts Payable

|

Help me choose the right account t

Long Term Liability
Cost of Goods Sold
Other Income
Other Expense

Other Current Liability




11.Make sure you have the correct Account Type selected
12.Type in the GL Account number.
13.Type in the appropriate Account Name.

FITT| Account Type \Other Current Asset <« / Number f_ e |
Account Name F @ ’

[[] subaccount of | [
Optional
Description
Account Mo, ‘ ‘
Tax-Line Mapping | <Unassigned: v | How do I choose the right tax line?
[ Enter Opening Balance. ,, ] Should I enter an opening balance?

[ Save & Close ] [ Save & New ] [ Cancel ]

14.Click Save & New and create the next one.®*——
15.Continue until you have entered all the GL Accounts on the sheet I provided
on page 5 of this guide.

Step 2 is complete.
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Step 3: Adding the Sales Tax Vendor.

1. Go to the menu bar at the top of your screen.
2. Click on Vendors.®
3. Click on Vendor Center\

’;? File Edit View Lists Company Cus\s% ees Banking Reports Window Help
» @ @ Yendor Ceter : 3
Yendor Ratings Online

Home Customer Center Vendor Center Empl

® £ % $° 2y Enterils

Reminders Search Feedback Services Payr¢ Pay Bills

" Sales Tax >

e b

g ‘_] |— Create Purchase Orders

- F":{rChE'SE Receive Receive Items and Enter Eill M
@ Orders Inventory Racaida Thame

= Enter Bill for Received Items

%-—- Inventory Activities L ——
Enter Bills Item List Pay Bills

e The Vendor Center screen opens.
e You need to add a vendor for your sales tax. You can name this vendor
anything that makes sense to you. For example: State Tax, Florida Sales Tax,

Sales Tax Payable, etc.

4. Click on New Vendor

o

[ File Edit View Lists Company Custom: Vendors Employees Banking Reports Window Help —

@ & &

Home Customer Center VendgrCenter Employes Center  Report Center

£ & & =

. Reminders Search Fi Services Payroll Credit Cards

m ﬁewVendor!E New Transactions v @ Print » ﬂ Excel » ﬂWDrdv

Ve Transactions | Yendor Information Edit Vendor... Reports for this Yendor
View J‘h ors v‘ Vendor Name TAXES * QuickReport

X Rate This Yendor Online = Open Balance

‘ Name Balance Tatal

190,50

Fax

TTY_HOUSE 315,00 Address Email
Account Number

Terms

Notes Edit Notes...




4. The new Vendor Screen Opens.
5.9Type in the Vendor Name.

6. |Click OK.
Home Customer Center Yendor Cenl mployee Center  Report Center

" K &

Reminders Search Feedback

¥ &

Services Payroll Credit Cards

Yendor Name L \m
- - How do | determine. 6
Opening Balance | as of [03/16/2007 [B]|the opening balance?
| AddressInfo | Additional Info |
Nex
Company Name| | Contact | |
Mr.Ms.f... Phane ‘ ’ ] Yendar is
First Name | (ML | Fax [ } iGactve
Last Name | | Alt, Phone | |
Name and Alt, Contact | |
Address
E-mail [ I
e | |
Print on Check as
[ Address Details ] ] \

Congratulations!

You are done with the QuickBooks portion of the setup.

Now let’s move on to the TeleTracker Portion.

13
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Step 4: Setting Up TeleTracker for QuickBooks

1. Open TeleTracker and locate the Menu Bar at the top of the screen.

2. Click on View ’

Transactions View Master Files Reports Utilities Window Help

2 O R & ¥ @ 0O B g O
= e 9% ES v
Paint of Sale  Purchase Order Store Transfer Return Customers  Trace Through  Time Clock Reports Price Check Tasks
3. Select Preferences from the drop down menu. Master Files Reports  Ukill
Marquee
v Toolbar
v Status Bar
Backaround Settings

Internet Connection Settings
> Preferences

‘Workstation Settings
Security Levels

Web Browser
Inktranet
Server Status

4. Click on Global Preferences.

@ Preferences

Global Preferences

=@ REGION1
= (29 MARKET1
= 4@ DISTRICT1

L8 SCOTTSDALE

Preferences

5. The Global Preferences screen will open.

@ Global Preferences
Integrated Accounting System

Product: QUiCkBOOkS v Test Connection

Accaunting File: [EATeleTiacker 0BW 4

General Ledger Accounts

X

Accounts Receivable: [1234 \._\J
Shipping Expense: [g1000 ﬂ
Shipping Income: [101 h]
House Deposits: [105 \._\J
Urreceived Store Transfers: [1237 ﬂ
Restocking Fee Income: [1236 b]
[~ Agaregate Jounal Entries
Intranet
URL: |

User ID Field Name:
Password Field Name:
[V Enable Notification is
The changes will take effect when you restart Teletracker!

Misc
Inventory Reconciliation Reason: [ ]|

PreCash URL
URL: |

oK LCancel




6. Click on the drop down box and select QuickBooks. e
7. Click on the search icon [] and locate your QuickBooks database. |®——

@ Global Preferences
i~ Integrated Accounting System

Product: QuickBooks 6 Test Connection

Accounting File: |E:\TeleTracker. QBW

8. Make sure your QuickBooks database is open.
9. Click on Test Connection.®
10.1f it fails, do step number 7 again.

11.1f it succeeds you will see the No Certificate screen. Click on Yes, always.

QuickBooks - Application with No Certificate

An application without a certificate is requesting access to the
following QuickBooks company file:
test
Access may include reading and modifying QuickBooks déta as well as
enhancing the QuickBooks user interface.

The Application Calls Itself
TeleTracker Online

Certificate Information
This application dogs
cannot verify t

not have a certificate. QuickBooks
e“developer's identity.

.......

(S¥es, always; allow access even if QuickBooks is not running

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

Continue, ., ] [ Cancel ] [ Help

12. Click Continue.



14. You will now see this Confirm to Proceed box.

15. Click on Yes.
Confirm to Proceed

Help.

Are you sure you want to allow this access?

© , This application is not signegld with a digital certificate. If you allow unsigned applications to
\g/ access your file, a different application could use the same application name and possibly
misuse your data. For sug@estions about enhancing the safety of your company's data, click

Yes { No |

[ Help ]

16.The Access Confirmation box will now appear.

17.Click Done!

Access Confirmation

TeleTracker Online
access ko the QuickBooks company file

test

Access rights:
- Read and modify QuickBooks data
(MNOT including personal data)

You have chosen to grant the application

any time, even if QuickBooks is not running.

- Enhance the QuickBooks user interface

> Done

[ Go Back

18. TeleTracker will let you know the connection succeeded.
19.You should be back at the Global Preferences screen in TeleTracker.
20.Click OK on the bottom of the screen. This closes the Global Preferences

Screen.

21.You should now be back in the Preferences screen as seen below.

22.Click the Red X to close this screen.
= Gltal 5

16

X

Preferences

= @ REGION1
=l (£ MARKET1
= ¢# DISTRICT1
@ SCOTTSDALE




23. TeleTracker will prompt you to save your changes.
24. Click Yes to save your changes.

TeleTracker

Do you want to save your changes?

Yes No I Cancel |

25. On the menu bar: Click on Master Files—™Sales Tax — Items

Reports  Utilities  Window

Transactions View

Activation Types &—
Customer Status <O
Paint of Sale Purcl  Locations Return

Users
Disclaimers

Terms
Lead Sources

General Ledger
Reasons

Revenue Departments
Coupons

Salespersons Codes

@ Sales Tax ltem [SALESTAX]
26. Open your Sales Tax item. HS 282 2

Note Help

27.Type in the G/L Vendor Name. ®

28.This must match the Vendor name in Code:

17

C)oX

Description:  [SALES TaX

QuickBooks exactly. **(See pages 11 &
12 if you don’t remember this step)

A/P G/L Account: [ 25500 }__\J

G/L Vgndiﬂgmgz_ﬂ SALES Tax
Minimurm: $0.00

Maximum: $99,939.99
Percentage: 8.5000 %

29.Click Save.

Created by NEW on 3/7/2007 1:52:45 Pt | Last Mod by NEW on 3/7/2007 4:00:44

30. On the menu bar: Click on Utilities— Synchronize QuickBooks. ¢

WA Sindow  Help

CRM ]
Schedule k
Trace-Through

Frice Check,

Change My Password

Current Tasks
Synchronize QuickBooks <
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e You will always receive this warning about backing up your QuickBooks.

e As the message states, you should always do a QuickBooks backup before
synchronizing.

e This is very important. Changes made to QuickBooks cannot be undone unless
you have a backup to restore.

WARNING!!!

Remember that once information is posted to Quickbooks, it cannot be undone.
MAKE SURE YOU BACK UP YOUR QUICKBOOKS FILE BEFORE PROCEEDING!!!

Also, ensure you have quickbooks configured properly. Please consult the QuickBooks integration instructions.

) -
31. Click OK to proceed. e

32.Click on Clear All.

33.Select #1 Only. This will import the GL Accounts from QuickBooks into
TeleTracker.

34.Click on the cutoff date but do not change it. **The cutoff date always defaults
to the current date. If you change the cutoff date to a previous date, it will only
synchronize the transactions in TeleTracker up to the date you entered. No
transactions beyond that date will be posted. For this synchronization, do not
change the cutoff date.

35.Click on Analyze Now.

@ Interface with Quickbooks X

| Data | # of New Records |
v 1: QuickBooks Chart of Accounts -> TeleTracker GL &ccounts 7
[ 2: TeleTracker Locations -» QuickBooks Classes ??
™ 3: TeleTracker Vendors -> QuickBooks Vendors 7
™ 4 TeleTracker Terms -> QuickBooks Terms 7
™ 5 TeleTracker Purchase Orders -> Quickbooks Bills ?7?
™ B: TeleTracker Purchase Order Voids -» Quickbooks Bill Voids 7
7 7: TeleTracker Inventory Adjustments -> Quickbooks Journal Entries "7
[ 8 TeleTracker Inventory Adjustment Yoids -> Quickbooks Journal Entries "
™ 9: TeleTracker Store Transfers -> Quickbooks Journal Entries 7
™ 10: TeleTracker Store Transfer Voids -» Quickbooks Joumal Entries ??
™ 11: TeleTracker Invoices -» Quickbooks Journal Entries "7
™ 12 TeleTracker Invoice Swaps -> Quickbooks Joumnal Entries 77
[~ 13: TeleTracker Invaice Payments -> Quickbooks Journal Entries ?7?
[ 14: TeleTracker Invoice Adjustments -> Quickbooks Journal Entries 7
[~ 15: TeleTracker Invoice Yoids -> Quickbooks Journal Entries 7
[ 1B: TeleTracker Invoice Payment Voids -> Quickbooks Joumnal Entries "
[~ 17: TeleTracker Invoice Adjustment Yoids -> Quickbooks Journal Entries 7
™ 18: TeleTracker Customer Returns -> Quickbooks Joumal Entries ??
™ 19: TeleTracker Customer Refunds -> Quickbooks Journal Entries & Checks 7
[~ 20: TeleTracker Customer Return Voids -> Quickbooks Journal Entries 77
[T 21: TeleTracker Customer Return Refund Yoids -> Quickbooks Journal Entries ?7?
™ 22: TeleTracker Manual Credit Card Credits -> Quickbooks Journal Entries ?7?
Select All o
Cutoff Date: ]W 3 /2072007 LJ Q N\

Clear Al designed for \

QuickBooks &9

Analyze not | -
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e TeleTracker will create a batch audit report every time you synchronize.

e The batch audit report shows you detailed information about every transaction that
is being synched.

e You should always view and save this report.

Analysis Complete

36. Click on Yes! ; . ;
Would you like to print a batch audit report?

37. To Print this report, click on the Printer Icon.
38. To save this report, click on the envelope.

=, Synchronize Quickbooks Report

g & 7 o = e #h crystal e

Preview [

39. Close the Batch Audit report by clicking on the Red X in the right hand corner of
the menu bar.

[ Data I # of New Records |
v 1: QuickBooks Chart of Accounts -> TeleTracker GL Accounts [i]
[ 2 TeleTracker Locations -> QuickBooks Classes 7
F 3: TeleTracker Yendors -> QuickBooks Vendors 7
: 4: TeleTracker Terms -> QuickBooks Terms ??
Whel’l yOu ClOSC the BatCh Audlt I'epOI't, you IE 5: TeleTracker Purchase Orders -> Quickbooks Bills 7
. . . B: TeleTracker Purchase Order Voids -> Quickbooks Bill Voids ”
Wlll be baCk at the Interface Wlth Qulck— [~ 7: TeleTracker Inventory Adjustments -> Quickbooks Journal Entries 7
B k [I: 8: TeleTracker Inventory Adjustment Vaids -> Quickbooks Joumal Entries 7
9: TeleTracker Store Transfers -> Quickbooks Journal Entries ”
00KS screen. [ 10: TeleTracker Store Transfer Voids -> Quickbooks Joumal Entries ”
[~ 11: TeleTracker Invoices -> Quickbooks Joumal Entries "7
™ 12 TeleTracker Invoice Swaps -> Quickbooks Journal Entries 7
™ 13: TeleTracker Invoice Papments -> Quickbooks Joumal Entries 7
[ 14: TeleTracker Invoice Adjustments -> Quickbooks Jounal Entries 7
[ 15: TeleTracker Invoice Voids -> Quickbooks Jounal Entries "7
[ 16: TeleTracker Invoice Payment Voids -> Quickbooks Journal Entries 7
[~ 17: TeleTracker Invoice Adjustment Voids -> Quickbooks Journal Entries 7?7
[ 18: TeleTracker Customer Retums -> Quickbooks Joumal Entries ”
™ 19: TeleTracker Customer Refunds -> Quickbooks Journal Entries & Checks "7
[~ 20: TeleTracker Customer Return Voids -> Quickbooks Journal Entries 7
[~ 21: TeleTracker Customer Retum Refund Voids -> Duickbooks Joumal Entries 7
[ 22: TeleTracker Manual Credit Card Credits -> Quickbooks Journal Entries ”
Cutoff Date: [v 3/21/2007 «
destgned for
Synchronize Now
40. Click on Synchronize Now.® e

@ Synchronizing QuickBooks Q@@

Chart of Accounts

When TeleTracker is done synchronizing and
posting all the transactions, red check marks will -
appear next to the tasks that were completed. - “WMQB

Vendors

. . Salespersons
Depending on the number of transactions that .y
arc beil’lg Synchronized, this aCtiVity my take ( Flagaing Transactions as POSTED in TeleTracker

awhile.

41. Click on OK when completee——
Your GL Accounts have now been imported to
TeleTracker.
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Finishing Up TeleTracker

The next step is to match the GL Accounts in QuickBooks with the GL Accounts
in TeleTracker. The GL Accounts you need to change in TeleTracker are located
in:

View — Preferences — Global Preferences

View — Preferences — Accounting

Master Files — Reasons

Master Files — Revenue Departments

Master Files = Coupons

Master Files — Sales Tax —>Items

Master Files — Service Providers —Open Service Provider —»Accounting

Nk =

[

. Locate the Menu Bar at the top of the screen.

2. Click on View.g

Transactions View Master Files Reports Utilities Window Help

% > & B 42 @ & =

Point of Sale  Purchase Order Store Transfer Return Customers  Trace Through Time Clock Reports Price Check Tasks

Master Files Reports Lkl

Marquee

v Toolbar

v Status Bar
Background Settings

Internet Connection Settings
3. Select Preferences from the drop down menu. e——}» praferences

warkstation Settings
Security Levels

w'eh Browser
Inktranet

Server Status

4. Click on Global Preferences

Global Preferences

= @ REGION1 Preferences
= (29 MARKET1
= 4@ DISTRICT1

L8 SCOTTSDALE




ARG

The Global Preferences Screen Opens.
Click on the Search Icon next to Accounts Receivable.
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7. The General Ledger Account Lookup Utility opens. Now, select the correct General
Ledger Account. In this example it would be 1234 Accounts Receivable.
8. Now do the same on Shipping expense, shipping income, house deposits, etc.

9. When your done click on OK.

@ Global Preferences
Integrated Accounting System

GEE QuickBooks i

Accounting File: [E:\TeleTracker QBW

i~ General Ledger Accounts

Accounts Receivable: [1234 bj
Shipping Expense: [81000 L_\] & P 3 >
ShippingIncome: [T01 & New  Select Refresh Search  Help
House Depasits: [105 :\_I | Code Description =
Unreceived Store Transfers: [1237 | 30 Accessories COG
Heodking Fesifcome: 1555 S 180 Accessories Inventory
’ 1235 Accounts Payable
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10.Now you should be back at the preferences screen.

11.Click on the down arrow until you see the Accounting Icon. ¢

12.Click on Accounting.i
@ Preferences @

Global Preferences

=@ REGIONT
= (£ MARKET1
=i & DISTRICT1
@ SCOTTSD!

Preferences ‘




You should now see this screen.

13.Click on the Search Icon Next to
Cash and select the correct GL
Account.

14.Do the same thing for Pending
Credit Cards.

15.Do the same thing for Refund
Checking.

16.When you done click the Red X
in the right hand corner.

17.TeleTracker will prompt you to save your

changes.
18.Click Yes to save your changes.
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Search Icons

@ Preferences g]
Global Preferences 1 6
= @ REGION1 Dietaiarces Accounting
= (£ MARKET1
= g DISTRICT1 General Ledger Accounts

@ SCOTTSDALE e a—

PendngCredtCards: [160 /<€

RefundChecking: [1575 &<

TeleTracker

Yes

Do you want to save your changes?

No Cancel J

19.Locate the Menu Bar at the top of the screen.

20.Click on Master Files.
21.Click on Reasons.
[ }

@

Time Clock

® v =

Reports Price Check Tasks

Lead Sources
General Ledger

Reasons

Revenue Departments
Caupons

Sales Tax »
Salespersans

Zuskomers
Yendors

Service Providers
Products

Transactions Miew Reparts LIkilikiP# Help
E Activation Types 9}-} ¢ l{
Paint of Sale | PurcH Customer Status Customers  Trace Through
Lacations
dsers
Disclaimers
Terms
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22. The Reasons screen opens.

e Note: Return Reasons do not require a GL Account number.

e You will need to select the correct GL Account number for all your reasons. Some
people create one GL Account for all reasons. Some create a different GL account
for each.

23. In this example, I opened the OUT / Remove Inventory reason.

24. Click on the Search Icon to find your GL Accounts.

@ Reasons
New  Open Print Email F& Delete -t Refresh Search Help v
Code 7 Description T
RETURN RETURN =
ouT Remave Inventory
IN New Inventory In

(g 4 Z - > R @ 2 2 ]
New per rint Fa Delete too Refresh Search  Help
Code | Deseription v [
RETURN RETURN 7
IN New Inventary In
% Reason [0UT] = [2]X]

s X D

W » B 2 % General Ledger Account Lookup Utility
E Mote Help

R @ # a 2
MNew  Select Refresh Search  Help
Code: T — —
ode: [QUT _ Code Description =
Description: |Remove Inventory 125 Phones COG =
170 Phones Inventory
8200 Provider Deposits,

1515 Refund Checking

Valid for: [Inventory Adjustment =l
1_‘ G/L Account: [150
T ot é Ig
1236 Restocking Fee

Created by NEW on 3/7/2007 3:47:01 Pt Last Mad by NEW| [755

Retumns Accessaries |
115 Retums Phones
438000 Sales - Accessories
43100 Sales - Phones
438200 Sales - Service

25500 Sales Tax Payable

25. Select the correct GL Key. In this example it is 150 Reasons.
26. Click on Save and click the red X in the right corner. ®

NOTE: Continue adding GL Accounts to all of the areas in TeleTracker listed at the
top of page 19. You can also use the check list on the next page to double check your
work.
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[[] View — Preferences —> Global Preferences
[]View— Preferences —”Accounting
[]Master Files — Reasons

[1Master Files —” Revenue Departments

[ ]Master Files —> Coupons

[]Master Files — Sales Tax —>Items

[ Master Files — Service Providers— Open Service Provider—* Accounting

IMPORTANT NOTE

When you open Service Provider Accounting you will see the screen below.
TeleTracker does not synchronize anything within the red box. Customer Rebates and
Deposits are the only GL Accounts in the service provider that will be sent over to
QuickBooks.

General Ledger Accounts

Customer Rebates:  [EESSSS & H
Commizzion Income: 9999 H
Commizzion Receivable: 9399 H
These GL Accounts do not synchronize. Fteler ez esm e ERER =y
You can leave them 9999. Provider Rebate Receivable:  [3339 H
Spiff Income:  [3339 H
Spiff Receivable: 9339 H
Deposits: 105 H
Another Important Note

Go to Master Files— Terms

@ Term [30NET]

Open all your terms and verify the security level is
set to zero. H S 2 &S & 2

Note Help
Terms will not synchronize if they are not set to

ZEro. Code: |ENRTE)

After your first synch you can change them to any Description: |30 Day Credt
security level you desire. Discount: [ 0 B %ifpaidin 0 & days
Otherwise due in: [30 & days

Security Level: | 0 E

\ 4

Set the security level to zero.
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Congratulations! You should be done.

Please call to have me verify that everything is correct and to walk
you through synchronizing for the first time.

Have a Great Day

Some useful guidelines

1. Don’t try to synchronize too much data. Your computer will run out of
virtual memory and the data will get corrupted. If you have been using
TeleTracker for some time and have years of data don’t try to
synchronize more than one month at a time.

2. If you do not want all of your data transferred to QuickBooks we can
mark those transactions as already posted. For example: You only want
transactions from 01/01/2007 and forward. You do not want any
transactions that were done before 01/01/2007. We would close all
transactions up to 12/31/2006 for you and they would not transfer to
QuickBooks.

3. If you have made some mistakes and want to synchronize data that has
already been posted, we can un-post those transactions for you in
TeleTracker.

4. All Purchase Orders must be closed before they will transfer to
QuickBooks.

5. Always do a backup of QuickBooks before synchronizing.

6. Always save your batch audit report. This will help locate any
transactions that may have had a problem during the synchronization.
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Error Message

Cannot find check with TrxID: 19522-1179776207
Please call technical support.

OK

WHY

This message is created if you do refunds by check or accidentally select check on the
refund. The message shows that there is a check number in QuickBooks for a refund

that is not found on the refund in TeleTracker.

Example: You do a customer return. The refund will be by check and will be mailed to
the customer. If you print the refund check correctly using QuickBooks the check
number will be transferred to the refund in TeleTracker.

The problem arises when the check is printed out of QuickBooks incorrectly or a
manual entry is used to enter the refund and check number. The check number is never
transferred to TeleTracker which creates the error.

The Solution

You will not be able to correct this manually. You will need to call us so we can enter
the check number for you on the refund. It is a very easy fix.
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Error Message

%]

TeleTracker Online

Q Error retrieving Quickbooks Transaction ID for PO#262, Please contact technical support

OK

WHY

You have a purchase order that has been received and closed without the cost of the
products being entered.

For example: You received the products but you left the Unit Cost at $0.00.
Solution
No changes can be made to a closed Purchase Order. So, you will need to call us so we

can open the purchase order for you. After we open the Purchase Order you can put in
the product cost and close the Purchase Order again.
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Error Message

g Error establishing communications with QuickBooks. Error#-2147220496

An invalid enumeration string was supplied,
N

WHY

The most common reason for this message is you have the wrong path to your
QuickBooks database.

Another possible reason is the QuickBooks database has been corrupted.

The newest reason is you are using Microsoft Vista. At this time Vista blocks the
communication between TeleTracker and QuickBooks. We should have a solution very
SOon.

Solution

Make sure you have the correct path to the QuickBooks database. You will find this
information in View — Preferences —> Global Preferences.

If this doesn't correct the problem call us so we can help you solve the problem.
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Error Message

;"'Toletuckor Error Handler

Q Customer 1D 2196

Buld Number 6

Version Number 413 >

Lne Numbaer 273 .

Emor Number. -21472176887

Descripton Multiple-step operation genersled errors. Check each status value.
Module Name QuckBooks

Procadure Name: cmdAnalyze_Click

User Code ADBINNS

Locason Code WAREROUSE
Date ond Time 1201372007 311 45 PM

WHY

This happens when you are synchronizing (#1 on the synchronizing interface) for the
first time. TeleTracker is trying to import your chart of accounts / General Ledger
numbers from QuickBooks.

Several things may cause this.
(1) You have a GL description that is too long.
(2) You have not assigned a number to a General Ledger.

(3) You have put dashes in your GL Numbers.
Solution

Check and verify that every Chart of Account / GL Key has a GL Number.

Check and verify that all your Chart of Account names are 30 characters or less
including spaces.

Remove any dashes you may have put in your GL Numbers.
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