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Introduction

QuickBooks Integration with timeQplus V4 software allows you to save valuable time by limiting the
amount of manual entry that occurs during payroll processing. With QuickBooks Integration, you will
be able to import your employee information from QuickBooks, export the employee time data
(including Work Code data) into QuickBooks, and add employee information to QuickBooks from
timeQplus. Importing employee data from QuickBooks can be done through the timeQplus server or
any timeQplus client installation.

timeQplus-QuickBooks Integration is compatible with QuickBooks Pro and Premier 2002 and up to
and including the most recent versions. timeQplus Integration does not work with the Basic version
of QuickBooks. timeQplus must be able to access the QuickBooks Company File in order to perform
the integration (timeQplus must be able to browse the Company File from My Computer). The
Company File can reside either on the local machine or a shared location on the same network with a
mapped drive.

Please note that screen shots shown in this document were taken from a QuickBooks Pro

2013 application. Other versions of QuickBooks Pro and/or Premier will likely have somewhat
different screens.
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Importing from QuickBooks Pro/Premium into timeQplus V4
(There is a separate document for timeQplus V3 and V2)

There are two methods for importing employee data from QuickBooks into timeQplus. If you are just
setting up timeQplus, you can use Method 1 to import your employee information using the
timeQplus Setup Wizard. If you have already been using timeQplus and would like to interface with
QuickBooks, follow Method 2 for importing employee information.

Note: This step IS NOT a requirement for exporting successfully to QuickBooks.

While QuickBooks accepts employees’ middle names spelled out, or as an initial with or without
punctuation, timeQplus software only accepts employees’ names in the following format: First
Name, Middle Initial (with no punctuation) and Last Name. To ensure a successful import please
review the middle name field to confirm that it is an initial without punctuation.

Method 1: Importing Employee Info with the timeQplus Setup Wizard

At the end of the timeQplus Setup Wizard process, you will be asked how you would like to enter
your employees. Select the second option for “Import Employees from Intuit QuickBooks” as shown
in Figure 1-1.
Note: You must also be logged into QuickBooks as a single user with administrator privileges
and the company file must be open with all work windows closed.

Click Next and then Finish on the next screen.

Figure 1-1
timeQplus Setup Wizard @

Import Employee Information
If vou are running Acroprint HRx or Intuit's QuickBooks 2002 or 2003, vou can impaort
yvour existing employee information from those applications into timeQplus.

Enter the employee information using timeQplus.

@ Import Employees from Intuit Quickbooks

< Back || Mext = || Cancel

06-0423-000 Rev. A 4



Select your Company File (Acroprint Time Recorder Company is used as an example) as shown in
Figure 1-2. Refer to the Appendix if you have difficulty locating this file.

Figure 1-2
Select Intuit Quickbooks File =
Qu | . % QuickBooks » Company Files » - |+¢ | | Search Company Files ol
Organize « Mew folder =+ [l ':E:'
r Favorites * Mame Date modified
Bl Desktop | QuickBooks Letter Templates 08/26/13 2:00 PM
& Downloads , QuickBooksAutoDataRecovery 08/28/13 10:01 PM
=\ Recent Places Acroprint Timer Recorder Company.gbw 08/29/13 1:50 PM
= Libraries E
3 Documents
J Music
=] Pictures
E Videos

1M Computer
£, WinTProxsd (C)
o Ghost Images (D)
+% DVD Drive (E) TQP v4.1.20 - 4 1 b

File name:  Acroprint Timer Recorder Compar - IQuickBooks File (*.QBW) v]

| Open |v| | Cancel |

Highlight the Company File. Click Open to begin the import. QuickBooks will prompt you with a
security warning as shown in Figure 1-3.

You must select one of the “Yes” choices to continue. It is recommended to select “Yes, always; allow
access even if QuickBooks is not running”. In the future, this will allow you to import from and export

to QuickBooks without QuickBooks being open.
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Figure 1-3
| P foat e v |
SUICKDOORS - AP POcd o wWiLm 1 D Certicate i

An application without a certificate is requesting access to the
Following QuickBooks company File:

Acroprint Time Recorder Company
Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface,

The Application Calls Tkself
timeQplus

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 CuickBooks Solutions Marketplace

Do wou wank to allow this application to read and modify this company file?
) Mo

() ¥es, prompt each ime

() ¥es, whenever this QuickBooks company File is open

(¥} ¥es, always; dlow access even if QuickBooks is not running

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

Continue. ., ] [ Zancel ] ’ Help

Click “Yes, always; allow access even if QuickBooks is not running”, then click Continue and you will
see the “Confirm to Proceed” window shown in Figure 1-4.

Figure 1-4

CupFlg iy Hiaesai] 1

9P This application is not signed with a digital certificate, IF wou allow unsigned applications to
‘“'-*r‘/ access yvour file, a different application could use the same application name and possibly
i misuse vour data. For suggestions about enhancing the safety of vour company's data, dlick
Help.

Are wou sure you wank ko allow this access?

] (] (e

Select “Yes” and Figure 1-5 will appear.
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Figure 1-5
E
Accescsionhirmation

¥ou have chosen ko grant the application
timeQplus

access ko the QuickBooks comparny file
Acroprint Time Recorder Company

any time, even if QuickBooks is not running.

Access rights:
- Read and maodify QuickBooks data
(MOT including personal data)
- Enhance the QuickBooks user interface

Done

2o Back.

S

Select Done, then Figure 1-6 will display.

Figure 1-6

—. Import Succeeded

0 OK

Your importing setup is complete.

Click OK.
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Method 2: Importing Employees through timeQplus V4 System Utilities
You must be logged in as an Administrator!

Click File from the menu bar, and then click on System Utilities. (Fig 2-1)

Figure 2-1
timeQplus g@

File Wiew Documentation Help

9 Dealer Preferences...

Frint [I?L Help

Employee Options

Supervisor Preferences... Welcome to the “n-lg.l:lphug
Administrator

;% System Utilities e
R timeQplus

time & attendance software ‘
m Exit

| | Reporis
Acroprint Time Recorder Company # 5640 Departure Drive , Raleigh, NC 27616
S 1-800-334-7190 # (919) 872-3800 & www.timeQplus.com * www.acroprint.com

@ Remote Support Connection

@ Need Assistance?
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On the System Utilities screen (Figure 2-2) click the Import QuickBooks button.

Figure 2-2

System Utilities E

u to manage your database and system

Data Tools | timeQplus Settings

—| Select system languag e:I

@ English D Francais D Espanol D Dutch
&4
y Clear all data from the database and run Setup Wizard to reinitialize the database. [ Initialize Database ]
Clear all users fromthe database and re-enterthe defaultuser. [ Initialize Users ]

WARMIMG: Initializing the Database and Users will destroy data permanently so use with caution.

—| Impart data from Intuit or other applicaﬁnn.l

[ ImporttimeQplus or Attendance R :

] —| Backup or Restorethe databas e.I

[ Backup ]
[ Restore ]
)

Wax Employees: 50

Max Remote Locations: 0

f Metwork: True

Remote Clients: Falze

Biometric & Badge Time Clock: True

) »

4

Upagrade ]

Display all eritical events occuring during the given pay period. [ Viiew Event Log ]

Upload Datato Acroprint Customer Support FTP Site. [

—| External tools

[ Realign Transactions }[ timeQplus Debug Tool }[timeﬂpluslmportUSBdrive][ timeQplus Import Tool }

Upload Data |

(o [ ol |

|
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Select your Company File (*.qgbw) as shown in Figure 2-3. Refer to the Appendix if you have
difficulty locating this file.

Figure 2-3
Select Intuit Quickbooks File (23w

Q'\.:,/' | ;% QuickBooks » Company Files » - |+¢|| Search Company Files ,Dl

Organize * Mew folder =~ O 'ZE'Z'
/v Favorites Mame Date modified
B Desktop . QuickBooks Letter Templates 08/26/13 2:00 PM
4. Downloads . QuickBooksAuteDataRecovery 08/28/13 10:01 P
=l Recent Places Acroprint Timer Recorder Company.gbw 08/29/131:50 PM

m

- Libraries
3 Documents
rJ’- Music
k= Pictures

E Videos

1M Computer
£, WinTProx64 [C)
—a GhostImages ([v)
+% DVD Drive (E) TQP v4.1.20 - 4 T} 3

File name: Acroprint Timer Recorder Compar IQuickBooksFiIE[*.QB‘nﬂﬂ v]

| Open |v| | cCancel |

Click “Open” to begin the import. QuickBooks will prompt you with a security warning as shown in
Figure 2-4. It is recommended to select “Yes, always; allow access even if QuickBooks is not
running”. In the future, this will allow you to import from and export to QuickBooks without

QuickBooks being open.
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Figure 2-4

ickBooks - Application with No Cerfificate 3
an application withouk a certificate is requesking access to the
Following QuickBooks comparry File:

Acroprint Time Recorder Company

Access may include reading and modifving QuickBooks data as well as
enhancing the QuickBooks user interface,

The Application Calls Ikself
timeQplus

Certificate Information

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

CuickBooks Solutions Marketplace

Search for information abouk this application at the
& QuickBooks Solukions Marketplace

Do yiou want ko allove this application to read and modify this company file?
) Ma

) ¥es, prompk each kime

() Yes, whenever this QuickEooks company File is open

(%) Yes, always; allow access even if QuickBooks is not running

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

[ Conkinue. . ] [ Cancel ] [ Help ]

Selecting Yes, always; allow access even if QuickBooks is not running will display the message
shown in Figure 2-5.
Figure 2-5
| Copiflrg g Hyde== 1
9 This application is nat signed with a digital certificate. If vou allow unsigned applications to
».."]/'f access wvour file, a different application could use the same application name and possibly
b misuse wour data. For suggestions about enhancing the safety of wour company's data, click,

Help.

Are wou sure wou want to allow this access?

i [ Mo ] [Help]

Select Yes to continue and Figure 2-6 will appear.
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Figure 2-6

eSO nmaL o

‘fou have chosen to grank the application
timeQplus

access bo the QuickBooks company file
Acroprint Time Recorder Company

any time, even if QuickBooks is nok running.

Access rights;
- Read and modify QuickBooks data
(MOT including personal data)
- Enhance the QuickBooks user interface

| Done | ’ a0 Back

(X]

Select Done and Figure 2-7 will appear.

Figure 2-7

timelplus x

— Import Succeeded

0|DK|

Your importing setup is complete.

Click OK.
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Setting up QuickBooks to use time data from TimeQplus

In order for QuickBooks to accept time data for payroll, you must enable Time Tracking. Click on Edit

and select Preferences.

In the Preferences window (Figure 3-1), click Time & Expenses on the left navigation panel and then
click on the Company Preferences tab. Click “Yes” for the question “Do You Track Time?” You must
select a first day of your work week. You may elect to make other selections on this screen based on
your company requirements.

Figure 3-1
Preferences
ﬁ A i My Preferences Company Preferences @
B2 Checking R TR RE SR Cancel
iﬁ Desktop View D track i .
o you track time*
Finance Charge e
T Mo
23 General Default
ﬁ Integrated Applications First Day of Work Week Monday
&' tems & Inventory Also See:
+| Mark all time entries as billable
D;‘f Jobs & Estimates Ceneral
@ Multiple Currencies
Sales and
% Payments INVOICING OPTIONS Customers
P Il & Empl
5" il RS Track reimbursed eXxpenses as income Jobs and
@‘ Reminders . Estimates
Jll  Reports & Graphs | Mark all expenses as billable
m Sales & Customers Default Markup Percentage 0.0%
@5 Sales Tax
Default Markup Account
ﬁ' Search
a Send Forms
% Service Connection
Spelling
E 1ax 1009
v
Now you will need to set the Employee Defaults to use time data to create paychecks. This will

ensure that all new employees will have this feature enabled automatically. Select Payroll &
Employees as shown in Figure 3-2.

06-0423-000 Rev. A
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Fii]ure 3-2

Ploal

A

©

Calendar

Checking

Desktop View

Finance Charge
General

Integrated Applications
ltems & Inventory
Jobs & Estimates
Multiple Currencies

Payments

Payroll & Employees

Reminders

Reports & Graphs
Sales & Customers
Sales Tax

Search

Send Forms
Service Connection
Speling

Tax: 1099

Time & Expenses

'y

L |

My Preferences Company Preferences @

QUICKBOOKS PAYROLL FEATURES SET PREFERENCES FOR Cancel
® Full payroll Pay Stub & Voucher Printing el
=]
) Mo payroll B
Workers Compensation
Default
ey Dnline payroll Sick and Vacation
Also See:
General
Tax: 1099

Copy earnings details from previous paycheck
+| Recall guantity field on paychecks +| Recall hour field on paychecks

+| Job Costing and Iltem tracking for paycheck expenses

Changing the employee name display preferences will cause all QuickBooks
windows to close. Please finish paying your employees before you do this.

DISPLAY EMPLOYEE LIST BY:

ol First Mame O LastMame Employee Defaults...

Mark new employees as sales reps k

Display employee social security numbers in headers on reports

On the Company Preferences tab, then click Employee Defaults and the following screen will appear.

Figure 3-3

ITEM NAN

EARNING 5

il e Schedule

Pay Frequency Biweekly - Cancel

" Help

o EUse time data to create paychecks§

What is a payroll schedule?

ITEM NAME

ADDITION 5, DEDUCTION 5 AND COMPANY CONTRIBUTION S

Employee is covered by a gualified pension plan

LIMIT Taxes..

SickNMacation...

06-0423-000 Rev. A
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Place a check in the “Use time data to create paychecks” checkbox as shown in Figure 3-3.
Click OK to close the Employee Defaults window.
Click OK to close the Preferences window.

You will now need to change all of your existing employees to use time data as well. Select
Employees and then Employee Center. A list of your employees will be presented as in Figure 3-4.

iure 3-4

= Employee Center: Alice Allen

B2 New Employee. [} Manage Employee information ¥ =5 Print ¥ € EnterTime * Excel ¥ Word ¥

Employees Transactions E | I f t- @ ‘
l I Ip Oyee n 0 rl | la |0n R REPORTS FOR THIS EMPLOYEE
Active Employees - >
Ful Name  Alice Allen QuickReport
NAmE arach Address  Alice Allen Payroll Summary
- Paid Tims Off Repor
Bill Boggs % Payroll Transaction Detail
Cheryl Chilcote Map | Directions
Dave Dawson
Ed Edwards Turn on Payroll
Transactions ToDo's Motes
sHow  All Transactions - peTe This Calendar Year - 01/01i2013 - 12/31/2013
TRANSACTION TYRE DATE = ACCOUNT AMOUNT

There are no transactions of type "All Transactions” in date range “This Calendar Year
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Double click on an employee and the Edit Employee screen will appear (Figure 3-5)

Figure 3-5
InFoRMeTIoN For Alice Allen
Personal —_—
LEGAL NAME Alice Allen

Address & Contact P

o AT Alice Allen
Additional Info 123-45-5789
Payroll Info GENDER |Female v

DATE OF BIRTH | 01/01/1985 3

Employment Info

Turn On Payroll

06-0423-000 Rev. A
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Choose Payroll Info from the left navigation bar and Fig 3-6 will appear.

Figure 3-6
InFormaTioN For Alice Allen
Personal ET L a
e b Direct Deposit Taxes..
Address & Contact FEY FREQUENCY | Biweekly - Sick/Vacati
ick/Vacation...

Additional Info

Payroll Info
EARNING S ADDITION S, DEDUCTION S AND COMPANY CONTRIBUTION §

=]
n
I
m

Employment Info

" EUse time data to create paychecks§ Employee is covered by a qualified pension plan

Employee is inactive [ 0K Cancel Help

Click in the checkbox to enable “Use time data to create paychecks” as shown above.

Click OK to go back to the Employee List and perform this process for each employee on the list.
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Setting Up QuickBooks to accept Work Codes

If you will be using the Work Codes feature in timeQplus, you must setup QuickBooks to allow the

time data to successfully export from timeQplus to QuickBooks.

Note: It may be useful to print a list of work code names before entering this information in

QuickBooks.

Open QuickBooks and click on Customers [either from the left navigation panel or from the diagram]

as shown on Figure 4-1 below.

Figure 4-1

Acroprint Timer Recorder Company - QuickBooks Pro 2013

Eile Edit View Lists Favorites Company Customers Vendors Employees Banking Repors Window Help

VENDORS

My Shoricuts

M Home
q Calendar @ %
= Snapshots Enter Bills Pay B
Custo
ial Vendors
CUSTOMERS
F-E Employees _k
L—J Create Sal
5 Online Banking e
: Accept eceipty
T Credit Cards
i
=
B2 My Apps @
I Do Today 09/04/13 Estimates IEJ:?FPLE pR;.S Enei\fn::

06-0423-000 Rev. A
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Now click on New Customer & Job, then New Customer as shown in Figure 4-2 below.

Acroprint Timer Recorder Company - QuickBooks Pro 2013

File Edit View Lists Favorites Company Customers Vendors Employees Banking Eeports Window Help

Customer Center: VWCA

Excel * Word ¥ Collect

A New Customer & Job * JZ| New Transactions * (=) Print

My Shoricuts
New Custgmer I
% Home Add Job g

Add Multiple Customer.Jobs

gl
Efl Calendar

&2 Snapshots ol

Customers i NAM

Vendors

+ WC2

Employees

" Online Banking

The following input screen (Figure 4-3) will appear. In the Customer Name field, type the Work Code
name exactly as it appears in timeQplus (including capital letters). In the example, the Work Code

name is “WC3”. Make no other changes on this screen. Then click the “OK” button.

Repeat this process until all the Work Codes are added to QuickBooks in this manner.

Fi gure 4-3 MNew Customer
——
CUSTOMER "'{WCS ) ]
OPENING BALANCE asoF 09/04/2013 B How do | determine the opening balance?
Address Info =% 2
COMPANY NAME
Payment Settings FULL NAME
; JOB TITLE
Sales Tax Seftings
Main Phone = Main Email -
Additiopal Info :
Work Phone = CC Email -
Job Info Mobile - Website -
Fax - Other 1 v

ADDRESS DETAILS

INVOICE/BILL TO SHIP TO =

Copy >=

Customeris inactive m Cancel Help

06-0423-000 Rev. A
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Exporting from timeQplus into QuickBooks
You must be logged in as an Administrator!

After you have completed your first pay period, you will be able to export your employee information
and employee time data into QuickBooks Pro or Premier. Click on Export on the left hand menu.

As shown in Figure 5-1, set the Pay Periods drop down to the Previous pay period. Select the
employees you want to export; either All Employees, Individual Employee(s) or an Individual Shift.
Set the Output Format to QuickBooks Integration. Click Setup to begin the QuickBooks Integration
setup.

Figure 5-1
timeQplus =8 EcR|==<=

File View Documentation Help

{8 PRefresh | = Bt [[? Hep

y Periods
&b Messages Previous: Ending on 09/01/13 'l

Fullname -

(i - ) AllEmployees
- 2
| == Shifts - - ) Allen, Alice
@ Individual Employes(s)

N - Bogas, Bil
L‘f. Punch Editing ©) Individual Shif a8

: Chilcote, Cheryl
| |Repur|s Dawsaon, Dave

Edwards, Ed
Firestone, Frank
I&!) Supenisors

-
& Time Clock [QuickBocks Integration v]

Qutput Format:

Geor_| [_Sow ]

The Setup screen is seen in Figure 5-2.
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Figure 5-2

= . o v
WINERE ooREN M Esration \3]

BQuick Books Company File: |C:\Documents and Settings\a)l L sershD ocuments' kit

Select...

Regular Pay Code: |Hegular Hourly Rate

Oertime Level 1 Pay Code: |Elvertime Haurly Rate

Overtime Lewvel 2 Pay Code: | Premium Overtime Hourly Fate

Wacation Pay Code: 1y acation Hourly Flate

Holiday Pay Code: |H|:|Ii|:|a_l,l Hourly B ate

Sick Pay Code: |Sick Hourly Riate

Other Pay Code: |I:Ither Hourly R ate

Cancel | -

Help

1) Enter the Payroll Item Codes for timeQplus. It is recommended to have QuickBooks open at this
time and copy and paste from QuickBooks into the setup screen. If there is no corresponding
entry in QuickBooks, be sure to clear the entry fields in the timeQplus QuickBooks Integration
setup screen. Make sure that all fields are identical in QuickBooks and timeQplus even if they are
blank.

2) Press Select to choose your QuickBooks Company File. After the folder is located, click to
highlight the file and then click the Open button. Click Save to save your QuickBooks Integration
settings. See Figure 5-3 for an example. If you need any additional help in getting this file and/or
getting the Payroll Item Codes, please refer to the Appendix or QuickBooks literature.
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Figure 5-3

relecintm e mckbooks e

L
L

Look. in: !E} Company Files _vj = ﬁ v
_2 (IC3) QuickEooks Letter Templates
] I=5 QuickBooksautoDataRecovery

My Recent _ Acroprint Time Recorder Company
Documents

Desktop

>

by Dacuments

58

by Computer

File name: !.ﬂ.crnprint Time Becorder Compaty j Open I
Py Metwork Files of type: !E!uickEu:u:uks File [*.QEW _vj Cancel |
Fl
ACES [ Open az read-only
e
You will then be brought back to Figure 5-4. Click the Export button.
Figure 5-4
timeQplus E]E
File View Documentation Help
eetime and attendance datato be exported to a file in orderthat it can
spreadsheet or other programs.

" &§ Messages | Previous: Ending on 09/01/13

(@ Setup

= & Al Emol Fullname - -

= s’ mployees
(-ua e e . -p Y Allen, Alice
@ Individual Employes(s) -

1/ PunchEditng ©) Individual Shit e

— Chilcate, Cheryl

J Reporis Dawson, Dave

Edwards, Ed
Firestone, Frank x
2, Supervisors I
Output Format:
:D Time Clock [Quichooks Integration v]

B[
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QuickBooks will prompt you with a security warning as shown in Figure 5-5. It is recommended to
select Yes, always; allow access even if QuickBooks is not running. This will allow you to export to

QuickBooks without QuickBooks being open.

Figure 5-5

Duickoni=SApplication withiNG Certincate E3
An application without a certificate is requesting access to the

Folloving QuickBooks company file:

Acroprint Time Recorder Company

Access may include reading and modifving QuickBooks data as well as
enhancing the QuickBooks user interface,

The Application Calls Ttself
timeQplus

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

QuickBooks Solutions Marketplace
Search For infarmation about this application at the
+ QuickBooks Solutions Marketplace

Do vou wank to allow this application to read and modify this company Filer
() Ma

() es, prompt each time

() ves, whenever this QuickBooks company file is opan

(%) es, always; allow access even if QuickBooks is nok running

| Allovs this application to access personal data such as Social Securiby Mumbers and
customer credit card information. Tell me maore

[ Continue, .. l [ Cancel l [ Help l

Selecting Yes, always; allow access even if QuickBooks is not running will display the message

shown in Figure 5-6.

Figure 5-6

Cupifli g Hiaeaai]

9P This application is not signed with a digital certificate. If wou allow unsigned applications to
H__*/ access your file, a different application could use the same application name and possibly
misuse your data, For suggestions about enhancing the safety of wour company's data, click

Help.

Are wou sure wou wank ko allow this access?

i [ Mo ] [ Help ]

Select Yes to continue and Figure 5-7 will appear.

06-0423-000 Rev. A
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rFigure 5-7

1 g v |
ACCESS LOonminmadaiion

‘ou hawve chosen ko grant the application
timeQplus

access ko the QuickBooks company File
Acroprint Time Recorder Company

any time, even if QuickBooks is not running.

Access rights:
- Read and modify QuickBooks data
(MNOT including personal data)
- Enhance the QuickBooks user interface

o] [[oom ]

An export progress monitor will display, advising if a successful export upon completion. If there is
not a successful completion, review these instructions again and/or check the Trouble Shooting
section. If still not successful, you can contact Acroprint Customer Service. Be advised that there
may be a fee associated with assistance from Acroprint.

Time worked will now show in Employee’s Weekly Timecard in QuickBooks.
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Reviewing Employee time data in QuickBooks

To review and confirm that employee time data was successfully exported to QuickBooks, click on
Employees, then Enter Time from the menu bar, or click on Enter Time from the Home screen

diagram found in the Employees section as shown on Figure 6-1 below.

Fiue 6-1
|-

Acroprint Timer Recorder Company - QuickBooks Pro 2013

Employees Banking Reports Window Help

File Edit View Lists Fawvorites Company Customers Vendors

Home

Search Com

My Shortcuts VEMDORS
M Home
4 Calendar @
Snapshots Enter Bills
Customers
& Vendors
CUSTOMERS
= Employees
i j L——J Cred
:' Online Banking
' Accept Re
T Credit Cards
-
=k
|y Ao . ol
M Do Today 09/04/13 Estimates Cre_ate Recaive
Invoices Payments

E View Balances

M Run Favorite Reports @

B Statement Statements
1 Charges
EMPLOYEES
@y Turm on Payroll
& Accept Credit Cards @ gy
. Enter Turn On
e Order Checks & Supplies Time Payroll

== Try Salesforce Free

Now click on Use Weekly Timesheet as shown in Figure 6-2 below.

06-0423-000 Rev. A
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Figure 6-2

My Shortcuts
M Home

1

El Calendar

snapshots

Vendors
= Employ:

I Online Banking

My Apps
1 Do Today 09/04/13
= View Balances
Run Favorite Reports
B
@g Turn on Payroll
& Accept Credit Cards

&= Order Checks & Supplies

== Try Salesforce Free

Now select the employee from the drop down list, and then click the calendar icon to select

Acroprint Timer Re

VENDORS

Enter Bills

CUSTOMERS
Accept
Credit Cards
= &
= Er
Estimates Create
Invoices
Statement
Charges
EMPLOYEES

% Use Weekly Timesheet

Enter Timea’EnterS%!eAdiviw
Time

der Company - QuickBooks Pro 2013

Home

Creal
Re

a2

Receive
Payments

&

Statements

Turn Cn
Payroll

any date within the pay period of interest. See Figure 6-3 below.

Figure 6-3

Timesheet

1

nafE, | Alice Allen

WWEEK OF Aug 26to Sep1,2013 | EA

CUSTOME ROLLI OTES 5 = o5 25 a0 : o TOTAL
W1 Owertime Ho... | ATR - 0:30 4:00 4:00 4:00 12:30 =
Owertime
Hourly Rate
WCA Premium Ov... ATR- 1:00 0:45 1:45
Premium
Cvertime:
Hourly Rate
WcCH Regular Hou... | ATR - 200 6:00 2:00 2:00 2:00 38:00
Regular
Hourly Rate
¥
Totals 8:20 6:00 1200 1300 1245 0:00 0:00 5215
| Wrap text in Notes field
Copy Last Sheet Save & Close | Save & New | Revert
|
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Appendix

Confirming your QuickBooks Company File Location (2 options)

Option 1

Click File > Open Previous Company

Figure A-1
|

== e prmSm e e co i ert o pany S I E KR oS ORI

Edit ‘iew Lists Favoribes Company  Customers  Vendors Employvees  Bankin

Mew Company. .. IEJ [EJ lU_J

OFIEI'I ot Restore CIZIITIFIan';.-'. A8 dshorner Canter  Wendoe Cenber  Franlnoss o

Create Backup...

Restare Previous Local Backup k
Create Copy...

Close Comparny

Set number of previous companies. ..

Switch to Multi-user Maode
Remote Access
|tilities 3

Accounkant's Copy k

Prink Forms 4
Prinker Setup, ..

Send Forms. ..

Shipping r

|Update Web Services
Exit Alt+F4

The top of the list is the full address of where the company file is located.
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Option 2

Click File > Open or Restore Company

Figure A-2
ked Ao e e GO e RO
Edit  View Lists Favorites  Compans

Mew Company...

Cpen Previous Company k
Create Backup...

Restore Previous Local Backup r
Create Copy...

Close Camparny

Sitch ko Multi-user Mode
Remaote Access

Ltilities [
Arccounkant's Copy r
Prink Farms 4
Printer Setup...

Send Farms. ..

Shipping 3

Update Web Services
Exit alk+F4

In Figure A-3 you can see that our test file is named Acroprint Time Recorder Company.gbw. Click
the down arrow in the Look In: drop down menu to see/record the file path (Fig. A-4)

06-0423-000 Rev. A 28



Elgure A-3

Laak ir: |_}Cnmpany Files ﬂ &= =k EE-

- | | QuickBooks Letter Templakes

\_-»ﬁ | QuickBooksautoDataRecovery

MyRecent {5 acroprint Time Recarder Campany
Documents

Dezktop

ty Documents

ol
ty Computer

‘l} File: narne: |".qbw j Open
o j Cancel

by Metwork  Files of type: [QBw [".gbw)

FI
S ™ Open as read-only

Figure A-4 shows the Company File is located at C:\QuickBooks\Company Files\Acroprint Time
Recorder Company

Figure A-4 =4
W pe R COnT Py JQ

Look ir: | [ Company Files J ¥ = M-

% My Recent Documents

= ; _Desktup
baﬁ [} My Documents

by Recent ¢ My Computer
Documents e Local Disk [C:]
7_—-% [ QuickBooks

Dezktop

D

My Diocuments

My Cormputer —
File name: Acroprint Time Recorder Compary f_ i

‘,} Files of type: QuickBooks Files [* QBW * QBA] Cancel
.

by M ehwinrk Help

[] Open file in multi-user mode
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Obtaining the QuickBooks Payroll ltem Codes
timeQplus has default payroll item codes for each of the following categories (Figure B-1):

e Regular Pay Code e Holiday Pay Code
e Overtime Level 1 Pay Code e Sick Pay Code
e Overtime Level 2 Pay Code e Other Pay Code
e Vacation Pay Code
Figure B-1
W CHESODRE N T eSOy \3

‘ Duick Books Compary File: |C:\Documents and Settingstall Users\D ocumentsh ntuit

Select...

| Regular Pay Code: |F|egu|al Hourly Rate

Owertime Lewvel 1 Pay Code: |Dvertime Haurly R ate

Overtime Level 2 Pay Code: |Premium Overtime Hourly R ate

“Wacation Pay Code: | acation Hourly Rate

Haliday Pay Code: |H|:|Ii|:Ia}I Hourly B ate

Sick Pap Code: |Sick Hourly Rate

Other Pay Code: | Dther Hourly Rate

Cahcel

Help

To locate Payroll Item Codes in QuickBooks, follow these instructions:
Click Edit, and then Preferences, as shown in Figure B-2.

Figure B-2 Wiew Lists Favorites

Use Reqister  Chrl+R
se Calculator

Find. .. Ckrl+F
Search.,. F3
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Figure B-3 will be presented.

Figure B-3
HIEIETETGEES

=] Accounting

i Bils E

E Checking

=9 Dieskbop Wiew

% Finance Charge

o General

%l Integrated Applicatio
g Trems & Inventary
j=# Jobs & Estimates
1_5 Mulkiple Currencies

R Payments

Reminders
Reports & Graphs
Sales & Customers
Sales Tax

Search

Send Forms
Service Connaction
apeling

Tax: 1099

n RELOF W E O

My Preferences Company Preferences
CuickBooks Payroll Features Set preferences For
® E [ Payv Skub & Woucher Printing ] [T]

&
) Mo payroll =
[ Workers Compensation ]
Default
() Complete Payroll Customers [ Sick and Vacation ]
Also See:
General
Tax:1099

[1 copy earnings details From previous paycheck
Recall quantity figld on pavchecks Recall hour Field on pavchecks
Job Costing and Item tracking for paycheck exgpenses

Changing the emplovee name display preferences will cause all Quickbooks
windows Lo close, Please finish paving yvour employees before vou do this,

Display Emplotyee Lisk by
() First Mame () Last Name Employes Defaults.,..

[ mark new emplovees as sales reps

[ pisplay emplovee social security numbers in headers on reports

Click Payroll & Employees and then click the Company Preferences tab.
click the Employee Defaults button.

Now

In Figure B-4, click in the field directly under the Item Name to add, delete or edit
Payroll Item Code names.
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Figure B-4
EMpIDyEEN Ve alis 53]

-

Earni
Ttem Mame Hourlyfdnnual Rate Schedule
Other Hourly Rate | | Pay Frequency Biweskly
< Add Mew >
s

Huoliday Hourly Rate —
-+ Ckher Hourly Rate
Cweerkime Hourly Rake

Wehat is & pavroll schedule?

Premium Cwertime Hourly Rate butions

Regulat Hourly Rate it

Sick Hourly Rate | [ Taes. |
Yacation Hourly Rate [ r— ]

[ ] Employee is covered by a gualified pension plan

Each of the pay categories in timeQplus has a Payroll Item Code and they must
be exactly the same in QuickBooks. Print out the screen or write down these
Payroll Item Codes to enter it into timeQplus or QuickBooks.

Note: The Payroll ltem Codes are case-sensitive.

If there are further questions regarding this process, please consult your
QuickBooks documentation for instructions on how to add, delete and edit them.
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Allowing timeQplus to always access QuickBooks

In order for timeQplus to access QuickBooks without QuickBooks being open,
you must give timeQplus Permission to always access QuickBooks.

Click Edit > Preferences as shown in Figure C-1.

Figure C-1

View Lists Fawarites

Use Reqister  Chrl+R
Ise Calculakor

i Find... ChH+F
Search... F3

Click on Integrated Applications and go to the Company Preferences tab as
shown in Figure C-2.

Be sure that neither of the check boxes on this screen is checked.

timeQplus should have a check in the Allow Access column. Highlight timeQplus
and select Properties.
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Figure C-2

Hrafzr=gess

[X]
B Accounting My Preferences [ company Preferences
g Bills = | ¥ou can manage all applications that interack with this QuickBooks company file
E Checking here.
#34 Deskiop Yiew [ oon't allows any applications ko access this compary File
%5 Finance Charge [ motify the user before running amy application whose certificate has expired Default
®a General Applications that have previously requested access to this company file

| Also See:

Generd
=t Jobs & Estimates =
=) Multiple Currencies i
% Payments
ITCI Payroll & Employees

:(?9 Reminders
¥l Reports & Graphs
% Sales & Customers
g sales Tax

1 Application Mame

¥ Al

‘ Items & Inventory

tirmeplus

To learn more about applications that inteqgrate with QuickBooks, go to the
%y Search < QuickBinoks Solutions Marketplace
Send Forms

% Service Conneckion

FZI Spelling

[22] Tax: 1099

Check the “Allow this application to access this company file” check box and the
“Allow this application to login automatically” check box as shown in Figure C-3.

Figure C-3
| Eroperiiessmedplus d]

Access Rights Details

Allove this application to read and modify this comparny Fil:

Allow this application to login automatically

Allow this application to access Social Security Mumbers,
customer credit card information, and other personal data

Tell me more

(a4 ] [ Cancel ] [ Help

Search for information about this application at the

- CuickBooks Solutions Marketplace

Click OK to close the Properties window. Click OK to close the Preferences
window.

You will no longer be required to be logged into QuickBooks to perform the
timeQplus Integration.
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Troubleshooting

Error

Solution

“The Company File couldn’t
be found or QuickBooks will
not allow timeQplus to
access File. You must
launch QuickBooks and then
return to timeQplus and retry
the export”

Be sure QuickBooks is accessing the correct
Company File and that QuickBooks is allowing
files to access it. timeQplus does not allow the
file name to contain commas and special
characters. Check that QuickBooks is open as
an Admin/Single User with all other work
windows closed.

“The following employees
were found in timeQplus but
were not Found in
QuickBooks.”

If you manually entered the Employee Names,
make sure all of your names are spelled and
capitalized exactly as they are in QuickBooks
including Middle Initials. Additionally,
QuickBooks accepts employees’ middle names
spelled out, or as an initial with or without
punctuation, while timeQplus only allows for
one (1) initial with no punctuation. It must be
John A Smith is not John A. Smith.

The time exported from
timeQplus does not match
the time that shows up in
QuickBooks.

Verify the time totals format in timeQplus. You
may have timeQplus set in Hundredths while
QuickBooks displays in hours and minutes.
Verify the pay periods have the same start
and/or end dates in both applications.

Edited totals are not showing
up correctly in QuickBooks.

If the total number of hours in one edit is
greater than 24, the hours will not show up
correctly. Large edits should be done on a per
day basis within the punch editor. Editing of
totals should account for small blocks of time
added or subtracted at the end of the week.

Acroprint Time Recorder Company

5640 Departure Dr
Raleigh, NC 27616

In USA: 919.872.5800
Toll Free: 800.334.7190

Email: supportdept@acroprint.com
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