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 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 

¶ 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®, PostalMate® and PostalMate‟s POS. 

¶ 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 the computer you have QuickBooks® installed on. To find your computer name right click on the 

“Computer” or “My Computer” icon. You can find this on your desktop or in the menu options after clicking the Windows Start Button. Select the 

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

setup later. 

 

 

 

 

Company File 

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

suggestions in this area.  Please consult your Accounting Professional 

Chart of Accounts (COA) 

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

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

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 

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 

 

  

http://www.vsoftwaretools.com/PMTHelpFiles/COAAMPC.pdf
http://www.vsoftwaretools.com/PMTHelpFiles/COAMPCCN.pdf
http://www.vsoftwaretools.com/PMTHelpFiles/COARSA.pdf
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Always consult your 

accountant or 

bookkeeper prior to 

making any changes to 

your QuickBooks®! 

  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. 

 

QuickBooks® has Two methods of creating a COA Sales Tax Liability.  

 

Company Preference Tax Controlled Account (NOT SUPPORTED) 

and 

A manual setup of “Other Current Liabilities” in the COA. (SUPPORTED) 

 

PMToolsQBI supports QuickBooks® “Other Current Liabilities” to handle taxes.  

  ñOther Current Liabilitiesò MUST be correctly setup to provide accurate integration and data 

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 

Accountant or Bookkeeper. When you find the proper sales tax 

account in your COA list, edit that account with “Ctrl-E” or the 

QuickBooks® “Account” button dropdown edit. If you cannot edit the 

“Account Type” and it is grayed out then you are using type 1 

“Company Preference Sales Tax Controlled Account” and you will 

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
nd

 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!  

 

Open your COA list and under the “Account” 

button click New. This will open the new account 

form. 
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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.  

  

 

In the Add New Account form select the radio 

button “Other Account Types”. Then in the drop 

down select “Other Current Liability” 

 

If your accountant or bookkeeper suggests an 

account number, enter it into the Number box. 

Next enter the Account Name suggested by your 

accountant or bookkeeper and check the box 

“Subaccount of”. Select the controlled sales tax 

account. Take note of the accounts created to be 

used in the setups later. These Sales Tax 

Subaccounts are the accounts you will post the 

sales tax data from PostalMate® POS. 
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1. Start QuickBooks® and log into your company 

file. Note: You must be logged into QuickBooks as 

admin.  

Minimize QuickBooks® and leave it running 

in the background. 

 

 

 

2. Start the PMToolsQBC by going to 

Start>Programs>PMTools>PMToolsQBC 

 

The Connector form will display after you start the 

PMToolsQBC.  

 

 Making sure QuickBooks® is still running 

on the same computer you have this form 

displayed.  

 

3. Click the “Link 2 QB” button to allow the 

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 radio button that states “Yes, always; 

access even if QuickBooks® is not running” 

7. Click “Continue…” button 
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8. QuickBooks® will prompt you again to confirm 

the access. Click „Yes” button. 

 

9. QuickBooks® will display an Access 

Confirmation form. Click the “Done” button. 

 

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 to proceed. 
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If you would like the PMToolsQBC to run every time 

you reboot your computer check the Optional 

checkbox. 

 

Start the PMToolsQBC by clicking on the „Start” 

button. 

 

After clicking the “Start” button the PMToolsQBC 

will connect to your QuickBooks® file. If you have 

everything setup properly the chain link should look 

like the picture to the right. 

 

You can now click on the “Send to Task Tray” 

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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PMTools QuickBooks® Integrator for PostalMate® 

The QuickBooks® Integrator button is located on the “Sales” tab of PMTools. If the button is grayed out contact 

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 to setup PMTools QuickBooks® 

Integrator for PostalMate®. Your local network displays on the left 

side. Click the computer where QuickBooks® is located on.  You 

made a note of this in section “Computer Name” (page 2) of this 

document.  

 

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

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

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

ñComputer QB is onò in the upper right.  

  Make sure the Computer Name is Spelled Correctly 

according to your setup. 

 If your computer is not accessible via the local network 

check with your computer consultant to set up the network 

accordingly. 

 

  

Computer 

QuickBooks is 

loaded on. 

NOTE: Be sure the PMToolsQBC is running in the task 

tray of that computer. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PMTools® Copyright 2010  Page 9 of 14 

 

 

 

 

PMTools™ Tech Doc 

 

The “Default JE Prefix” is a 5 character prefix you may edit to your 

preference.  This will be prefixed to each Journal Entry posting by 

PMTools. 

The “Next JE Number” will be added to the prefix and will add to or 

increment each time a Journal entry post is performed by PMTools. 

When you are satisfied with the Prefix and Next JE number click the 

“Close and Save Changes” button. 

 

 

PMTools will prompt you to approve the update/changes. Click “Yes” 

if you approve of the change. 

 

 

 

After PMTools QBI confirms a successful connection 

the Dashboard buttons will gain color and a message 

will appear “Connected to QuickBooks”.  

 

 

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 

PMToolsQBI routine. If you have manually entered POS JE‟s in the past, the method of Suppressing POS close dates is a way to avoid entering those 

dates again.  

 

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

 

Whether you‟ve been manually posting JE‟s to QuickBooks® or this is your first time the data between your QuickBooks® and PostalMate‟s POS 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‟s from PostalMate‟s POS to QuickBooks® and use this tool to suppress all POS End of day 
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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 click the “Select” button. After you have 

the POS close dates selected click the Suppress button. 

 

 

 

  

Note: Your Auxiliary close dates are reflected in Master Close 

dates. The Master close date is the final date used to post 

JE‟s to QuickBooks. 

Note: If you accidentally suppressed a date or dates check 

the box “View items already suppressed” and the button will 

change to Un-suppress. You can select the dates and click 

Un-Suppress. 
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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 the related QuickBooks® account 

name from “QuickBooks® GL Accts” column and click the „Link” button. 

The POS Department name will disappear from the left column and a link 

will appear in the “POS Dept x QuickBooks® GL Acct Map” column. If you 

have linked a POS Department by mistake just highlight the mistake on 

the right column and click “Un-Link”, the link will break and become 

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 more items in the left column ñPOS Deptsò 

 

 

  

NOTE: You only need to perform a mapping the first time or 

any time you add or change a department. 

Note: Deleted POS Department 

names will also appear in this 

column. This helps prevent 

missing a department that has 

been deleted that still has sales 

data needed in your COA. 
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NOTE: Check with your accountant or bookkeeper to 

determine the bank accounts names and numbers for all 

your tenders. Some may want you to place the transaction 

types as a subaccount of your checking in QuickBooks®. 

Mapping Tender Types 

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

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

account, click Link.  

Again the process is done if there are no more items in the “POS Tenders” 

column. 

 

 

 

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. In QuickBooks® you will have “Other Current 

Liabilities” that will need to be mapped to your POS Tax Agencies. Click 

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 tax name. 

  

 

NOTE: If you have not read the section “Adding a TAX 

Subaccount to your Controlled Sales Tax Account” please 

do so before proceeding.  

QuickBooks® considers ALL 

Tender Types Bank Account 

Types! Please consult your 

Accounting Professional! 
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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 Sales Detail.  

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) closes and click the “Stage 

EOD(s)” to stage them for posting. 

 

 

 

After you have staged one or many EOD‟s the Tender Detail and Sales 

Detail columns will populate with the totals to be posted as JE‟s in 

QuickBooks®.  

Review the data. 

When satisfied with the information click the “POST Staged EOD‟s” button. 

 

  

Note: These are your PostalMate® POS Master Close 

dates that have not been posted to QuickBooks® yet.  
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The final screen is the “POS QB Pre Post Report”. 

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.  

If satisfied with the information click the “POST Journal Entries” to post all 

JE‟s in the Journal Entries grid to QuickBooks®  

 

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

very Time Consuming and May Take HOURS.   

 

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

JEôs and then stop and check your QuickBooks to make sure you 

have mapped the departments to account properly before posting a 

large list of close dates. 

 

  After you press "Post Journal Entriesò DO NOT Interrupt the 

Process! 

 

 

After the JE‟s are posted an information box appears indicating the range 

of JE numbers that have successfully posted to QuickBooks®.  

Click OK button to return to the POS QB Staging screen. 

 

 


