PMTool s™ Tech

Quick
“oais QuickBooks Integration

What is the PMTools QuickBooks® Integrator for PostalMate®?

The PMTools QBI (QuickBooks® Integrator) is an optional upgrade to PMTools applications standard subscription to provide a method in which you can

securely post your PostalMate® POS Department Sales, Tender Types, and Tax Agency dollars collected to QuickBooks® Journal Entries.

About This Tech Doc

The PMTools QBI Tech Doc is a guide to help you setup and understand the process of posting Point of Sale data into your QuickBooks® Journal

Entries.

Please read this guide completely to fully understand the process of setup and posting to QuickBooks®.

Prerequisites

1
1
1
1
1
1

=

Windows XP, Vista, or Windows 7 with 32 bit operating system.

PostalMate® 7.5 or higher installed with sales recorded in POS.

Licensed QuickBooks® Pro 2007 or higher installed and setup with company file.

PMTools 2.0 or higher with Current Subscription.

All requirements needed for PostalMate® and QuickBooks®.

The computer QuickBooks® is installed on must be able to communicate to the computer your PostalMate® Master or Stand-Alone
computer is installed on via your local network.

An understanding of the use of QuickBooks®, Postal Mate® and
A hardwired network if networking is being utilized.

o NOTE: PMTools does not support wireless networks.

* Prior to making any changes to QuickBooks®, BACKUP YOUR EXISTING COMPANY FILE!

BACKUP POSTALMATE® Prior to Continuing!
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Getting Started

There are three configuration options for PostalMate® systems, Stand-alone, Master or Auxiliary.

Regardless of your system setup, PostalMate® and PMTools MUST be installed on the same computer QuickBooks® is installed on.

Computer Name

First step is take note of the “Computer name” of trhpeateroammpghtclieckrontheou have
“Computer” or “My Computer” icon. You can find this on yuatanr Seldceteekt op or i

Properties menu option. On the properties form take note of the Computer Name. You will need the computer name in the

setup later.

Computer name, domain, and workgroup settings

Computer name: DVLAPTOP
Full computer name: DVLAPTOP

Computer description:

Company File

suggestions in this area. Please consult your Accounting Professional

Chart of Accounts (COA)

or suggestions in this area. Please consult your Accounting Professional.

Prior to proceeding further, you MUST have a pre-established QuickBooks® Company File. PMTools can NOT offer advice or

Prior to proceeding further, you MUST have a COA in your pre-established QuickBooks® Company File. PMTools can NOT offer advice

Note: Following are three links to COA's provided by three Industry sources for your consideration as potential COA's.
AMPC COA Link

MPCCN COA Link

RSA COA Link

A

Please consult your Accounting Professional PRIOR to adopting any Chart of Account!

Tender Types

QuickBooks® considers ALL tender types bank account types! Please consult your Accounting Professional
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Prior to making any changes to QuickBooks®, Backup Your Existing Company file!

QuickBooks® Sales Tax Setup Requirements

If you do not collect sales tax in PostalMate® POS you may skip this section.

Always consult your

QuickBooks® has Two methods of creating a COA Sales Tax Liability. accountant or
bookkeeper prior to
Company Preference Tax Controlled Account (NOT SUPPORTED) making any changes to
and your QuickBooks®!
A manual setup of “Other CWPRORTED) Li abilities” in the COA.
PMTool sQBIl supports QuickBooks® “Other Current Liabilities”™ to handle ta
mlﬁOther Current Liabilitiesdo MUST be correctly setup to provide accur at

posts!

Determine which tax method your QuickBooks® is set up on by opening your COA list, find your Sales Tax account in the list. If you are not sure which

accounts are setup as your sales tax please check with your —
) M Edit Account =BT P

Accountant or Bookkeeper. When you find the proper sales tax

. . N . EFTT 'Accountl’ype Other Current Liability ) Number | 25500

account in your COA |lis€ edit htef 1

QuickBooks® “Account” button dro

“Account Type” and it is grayed Account Name | sales Tax Payable

“Company Preference Salngs Taamxd o [] subaccount of

need to add another COA account to be the subaccount of this one. It will be this new sub account that PMTools QBI will post to. Otherwise it is a type 2

and PMTools QBI can post to this account. So if your Sales Tax type is the 2™ and the Account Type is not grayed out you can skip the next step.

Adding a TAX Subaccount to your Controlled Sales Tax Account

Prior to adding a manual Sales Tax Account in your COA Please Coordinate with your Accountant or Bookkeeper!

Openyour COAlistand under the
Activities ¥ || Reports *

button click New. This will open the new account

form. - New Ctrl+N =

- Edit Account Ctrl+E
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@ Other Account Types ﬂ‘ler Current Liabil - I

Accounts Receivable
) Other Current Asset
In the Add New Account form select the radio & i Bt i Other Asset
[lo me choose the right account H
button “Other Account T ‘couPaabI
+ Other Current Liability
down select “Other Curr ¥HL120 rax | Long Term Liability

+46130 * Mailbox Cost of Goods Sold
+46140 * Key Duplicatif  Other Income
+46150 - Packaging -L§ Other Expense

If your accountant or bookkeeper suggests an
M {dit Accourt

S rEE=]

account number, enter it into the Number box.
Next enter the Account Name suggested by your

accountant or bookkeeper and check the box
AOSt NOEE | Srame Gakes Tax
“Subaccount of ". Sel ect

account. Take note of the accounts created to be Ootorsl

used in the setups later. These Sales Tax a

Subaccounts are the accounts you will post the

TTT| AcumiType  Omer CurrentLishity - Marber | 25501

4] sbaccount of | 25500 + Sales Tax Fayabie -

sales tax data from PostalMate® POS.

Dealing With HASH Type Department Sales

If your store deals with Money Orders, Bill Payments, etc. most likely it is set up in the PostalMate
departments as a HASH account type. For the HASH accounts setup in PostalMate it is
recommended to create a new account in QuickBooks® with the type of “Other Current Liabilities”.
Then link the HASH department in POS to the appropriate COA created in QuickBooks®.

PMToolsQBC Setup

The PMToolsQBC (QuickBooks® Connector) is a small application that runs in your task tray only

on the computer QuickBooks® is installed on. The PMToolsQBC is the access gateway to your
QuickBooks® from PMTools QBI (QuickBooks® Integrator). The PMToolsQBC allows your
QuickBooks® to remain closed while posting journal entries giving secure access by PMTools on
another computer located on your local network. You must first setup the PMToolsQBC to

recognize the path to your QuickBooks® company file.

|40z - Fedx P57 &
|

#10
on

4012 -

[ 4013 Fae

4314 Grustryg Carts

I 4215 - Voon
4116 Office Supples

A7 Packagrg Mate
4015 Rtber Slavee

[PrrL r—

4003 Lawwaing

:IWJ Servicm Syms

Al Padirg Servee
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1. Start QuickBooks® and log into your company
file. Note: You must be logged into QuickBooks as
admin.
ﬂ Minimize QuickBooks® and leave it running
in the background.

2. Start the PMTooIsQBC by going to
Start>Programs>PMTools>PMToolsQBC

The Connector form will display after you start the
PMToolsQBC.

N

on the same computer you have this form

Making sure QuickBooks® is still running

displayed.

3. Click the “Link 2 QB”
PMToolsQBC to find your QuickBooks® and set up
the company path.

4. Watch the QuickBooks® tab on the Task Bar to
prompt you to allow PMTools access to
QuickBooks®. (The tab may change color)

5. Switch to QuickBooks®.
6. Check the
access even if QuickBooks® is not
7. Click

radi o butto
running

“Continue..” but

,. PMTools
(¥ PMTools

|| PMTeols Home Page
(# PMToolsQBC

PO sl (TP Commmctur

QuickBocks - Applicaton with No Certdicate S
An appheaton witout 8 cerificate s requestrg access 1 the
following QusdkBoaks comperry fle:

John Doe Shippng
Actms may e reading and rodifyeg QuicBooks dats an wel as
erhancng Te QuiiSooks ueer nserface.
The 2opicason Cals Jtoe¥
PMTool

Certificabe Informaton
This apphcation does not have a certsficate. QuickBooks
cannot verfy the developer’s identity.

QuadBooks Sokstions Marketplace
Search for nformation about this appicason at the
Quadfiooks Souton Marketmiace

To you want to alow s applcation 1o read and moafy thes covpany fle?
No
Yes, prompt cadh Soe
Yes, whenever thes Quakficots company fie s open

2 Yeu, dways; allom access even If QuickSodies & not runing

| Allow i appcation to access personal dats sudh a3 Socel Security Numbers and
- customer cedt cacd mformetion,

Contne. | |

I e moce
cancd | [ Heb

PMTools® Copyright 2010

Page 5 of 14



PMTool s ™

8. QuickBooks® will prompt you again to confirm

the access. Click ,Yes"”

9. QuickBooks® will display an Access

Confirmation

PMToolsQBC will return and display a confirmation
that you have successfully set up the
PMToolsQBC. The PMTools QuickBooks®
Integrator for PostalMate® is ready to use..

10. Click “OK” button t

form. Click

o

Confirm 1o Proceed

Thes application i not sgned with a digtal certricate, If you sllow unsgned spobcatons
sccess your file, a Gfferent aopicaton coukd upe the same sppboation name srd pomsbly
feRsie your data, For sugpestions about enhandng the safety of your company's data, S
Melp,

Are yOU B yOu mant 10 Mlow thes scoess?

o (o] [ubwe

Access Confirmation

You have chosen to grant the application
PMTools
access to the QuickBooks company file
John Doe Shipping
any time, even if QuickBooks is not running.
Access rights:
- Read and modify QuickBooks data
(NOT induding personal data)
- Enhance the QuickBooks user interface

| Gosack |

QuickBooks Connector 3

(’ —\\ PMTools QBC has access to your QuickBooks! You can start the server
¥ now. There is no need to click the "Link 2 QB" button again unless you
change company files or move the location

PMTools® Copyright 2010




PMTool s™ Tech

If you would like the PMTo0IsQBC to run every time
you reboot your computer check the Optional
checkbox.

Start the PMTool sQBC by
button.

After clicking the *star EPLUUCECIRGNCTTHE=T1]

will connect to your QuickBooks® file. If you have V wan O agupe |

everything setup properly the chain link should look — —
like the picture to the right.

You can now click on the
button. A small PMToolsQBC icon will appear in

your task tray indicating the PMToolsQBC is
running. Hover your mouse pointer over the
icon to see the status of your PMToolsQBC. Right
click the icon for menu options.
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The QuickBooks® I ntegrator button is |ocated on the “Sale
VSoftwareTools to upgrade your account subscription for the PMTools QuickBooks® Integrator for PostalMate®.

The QBI Dashboard is the launching pad for all QuickBooks®
activities. It is broken down into 3 columns. Setup, Map, and
Integrate. When PMTools QuickBooks® Integrator launches the
first time most of the buttons will be grayed out. Set Defaults to
activate the buttons.

Click on the “Defaults” button
Integrator for PostalMate®. Your local network displays on the left

side. Click the computer where QuickBooks® is located on. You ¥ POS QuickBooks Integrator Setup

made a note of this in section ChooseComputei'
document. QuickBooks is loaded on
DVLAPTOP

LEFT
VSTLINUX1

'y

the left box, but you know it is accessible via your local

NOTE: If you do not see the needed computer listed in

network, you can type in the machine name in the text box

AComputer QB is ono in the upp

'y

according to your setup.

'y

check with your computer consultant to set up the network

Make sure the Computer Name is Spelled Correctly

If your computer is not accessible via the local network

accordingly.
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The “Default JE Prefix” is a 5 ¢
preference. This will be prefixed to each Journal Entry posting by
PMTools.

The “Next JE Number” wil | abdtooa d (
increment each time a Journal entry post is performed by PMTools.

When you are satisfied with the Prefix and Next JE number click the
“Cl ose armdanlewe Gutton.

PMTool s will prompt you to appr(.é‘.‘“,---.’-.. =
if you approve of the change.

You are about to change the computer name PMTools uses to connect
16 QuuckBooks, are you surel

Yes I No

After PMTools QBI confirms a successful connection

7 208 - Quckfineks Dacddnand
the Dashboard buttons will gain color and a message

will appear Connected to Setup

Suppress / Un-Suppress

Use the Suppress / Un-Suppress method to give PMTools a starting point by suppressing all close dates prior to your selected date. Suppress is a one-
time setup method of obtaining the starting date to prepare your PostalMate® POS data to be posted to QuickBooks® as Journal Entries. During the
Posting of Journal Entries from PMTools you will be presented with a list of daily POS Master Close Dates that have not been processed with the
PMTool sQBIlI routine. | f you have nhemethmdd SuppessinggPO8 dosePdass ish dy $o avoid entering thgsea s t

dates again.

i

The Un-Suppress is a method of giving availability to POS Master Close Dates previously Suppressed by mistake.

Whet her you"ve been manually posting JE"s to QuickBooks® otraltMaitse “is
out of sync. The Suppress method is to prevent posting data that is not your starting date from being posted to QuickBooks® again or at all.
Determine the starting date you wish to start posting JE"all POSErdrofd&o
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Closes prior to that date.

Click the Suppress Un-Suppress button.

Select the POS close dates you wish to suppress. If you have a large

list of POS close dates, you can either use the Ctrl key to select

multiple POS close dates, or select a range by selecting the first date
and while holding down the shift key select the last date. If you have
years of POS master close dates use the calendar to select the date
you wish to select through and cl
the POS close dates selected click the Suppress button.

3 117107009 £0 AN
s MR TN
122N EEAN
112290 510

I
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Mapping your Departments

PostalMate® has a series of Departments that captures a snapshot of sales data during POS transactions. QuickBooks® has a series of account names
and numbers in the COA (Chart of Accounts). The correlating POS Department names and COA Account name most likely differ to some degree. So a
map must be set up to relate the POS Department names to the COA Account names.

The Map POS Department to QB Accounts form is broken down into 3
columns. The flow is from left to right. Select the POS Department from
the “POS Dept” column, then select
name from “QuickBooks® GL Accts” ¢
The POS Department name will disappear from the left column and a link
wi |1 appear in the “POS Dept x Qui
have linked a POS Department by mistake just highlight the mistake on
the right col dninnkand tchlei clki n‘kUnwi | |
available in the left column again.

You can map multiple POS Departments to one GL Account.

This process is not complete until you have all POS Departments
mapped to one or more GL accounts. This is indicated when there
are no moreitemsintheleftcol umn APOS Dept so
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Mapping Tender Types

The process of mapping tender Types is similar to mapping Departments. e v

Select a POS Tender type from the left, then select a matching bank

account, click Link. : :._‘ :_“ :_“ ‘:-' :::
Again the process is done if there T -
column. o e

Mapping Sales Taxes

If you do not collect sales taxes you may skip to the next section. If you
are one of the lucky ones that collect sales taxes then you need to map
the POS Tax Agencies to your QuickBooks® GL account.

‘This mapping process differs from Departments and Tenders!
PostalMate® POS allows up to 4 tax agencies to break down the region of
sales taxes collected. I'n QuickBoo
Liabilities” that will need to be
on the QuickBooks® GL Account on the left and click the button relating to
the proper POS Tax Agency on right. The text box will populate with
information indicating the relationship link. To unlink the mapped tax click
the “Unlink Tax” button below the
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‘ DID YOU BACKUP POSTALMATE®? If Not, STOP and Back Up, NOW!

‘ DID YOU BACKUP YOUR QUICKBOOKS® COMPANY FILE? If Not, STOP and Back Up, NOW!

Posting Journal Entries

After you have confirmed all mapping of Departments, Tenders, and Sales

Taxes you are ready to Post Journal Entries.

Click on the Journal Entry button.

A small animation indicates PMTools QuickBooks® Integrator for
PostalMate® is preparing the data necessary to post the PostalMate®
POS data.

The first form is the POS — QB Staging and is broken down to 3 columns,
Un-Posted EOD"s, Tender Detail, and
This is where you will select the POS Master close dates and stage them

to be posted to QuickBooks® Journal Entries.

Each POS Master Close date will be posted as a separate QuickBooks®
Journal Entry.

Select one or many EOD (End Of Day
EOD(s)” to stage them for posting.

After you have staged one or many

Detail columns will populatewith t he t otals to be p
QuickBooks®.
Review the data.
When satisfied with the informatio
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The final screen is the “POS QB Pr
This screen shows each JE to be posted to QuickBooks®.

Selecting each JE to be posted in the Journal Entry column will give you
the details in the Debit Payments and Credit Sales grids.

I'f satisfied with the information
JE"s in the Journal Entries grid t

'y

very Time Consuming and May Take HOURS.

'y

JEO®s anstoptarddeheck your QuickBooks to make sure you

NOTE: While Posting years of Data is Actually Possible, it is

NOTE: Starting out it is highly recommended posting only a few

have mapped the departments to account properly before posting a
large list of close dates.

'y

Process!

After you press "Post Journal Entriesd0  DNOT Interrupt the

After the JE"s are posted an infor
of JE numbers that have successfully posted to QuickBooks®.
Click OK button to return to the POS QB Staging screen.

JE Posted

@ JE's POS1-POS3 posted to QuickBooks.

oK |
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