Web TimeSheet

Billing Integration for
QuickBooks

Version 4.2
.

USER GUIDE

£ TR



Notices
]

© 2006-2008 Replicon, Inc. All rights reserved.

All parts of this document are the property of Replicon, Inc. No part of this document may be reproduced in
any manner whatsoever including mechanical or electronic media such as disk or tape. No part of this doc-
ument may be transmitted in any form by any means without the prior written permission of Replicon, Inc.

Web TimeSheet, Web Resource, and Web TimeOff and associated logos are trademarks of Replicon, Inc.

Other product or service names mentioned in this document may be trademarks of Replicon, or of the re-
spective owners of those trademarks.

This document may include links to websites not owned or managed by Replicon, Inc. Note that every effort
has been made at the time of release to ensure all links provided are valid. However, Replicon makes no

guarantee that the links will continue to be valid in the future. Additionally, Replicon is not responsible for

the information included in these websites and provides no guarantees or warranties regarding the accuracy
of this information.

Revision 08/01/08

Notices 2



Table of Contents
]

Chapter 1 WEICOME ..ottt 5
About Web TimeSheet Billing Integration for QUICKBOOKS ..........ccuvivieiiiiiiiiiiiiiieeceee e 5

ADOUL thiS USEI GUILE ....ceiiiiiiii ittt e e e e ettt e e e e e e e e e e s s snnbbbbbeeeeaeeeeaannnns 5
DOCUMENT CONVENTIONS ..coiiiiiiiiee i iitiie ettt s sttt e e e s sttt e e e s st b et e e e e snbb e e e e e anbbe e e e s e anbbeeeeeennne 5

(7] g1 = Tox (1 To IS U] o] o Lo ] XU TP TP PPPRP 6
Chapter 2 GeLEING STAMEU ... s 7
Downloading and Installing the Integration Manager............ccouiuiiieiiiiiie e 7
Configuring QUICKBOOKS .......uuuuiiiiiiis ittt s e e s e e e e e e e e e e e teeeeeaeaeaeaeersbnnnn s 7
Starting Web TimeSheet Billing INtEQration ............ocueeieiiiiiiiiieiiiee e 8
ACCESSING the ONIINE HEIP ..uuiiii e a e a e e e e e e e aaaaaaaeees 9
Chapter 3 Using Web TimeSheet Billing INntegration...........cccocovvivviviiiissssseseeenne, 10
Data Types Available fOor Transfer ... 10
EMPIOYEES DAtA TYPE .ceieeeiiieieieeiiis ettt s e s s e e e e e e e e e e e e et e e e e e e ae e a s 11

AV Z=T e (o] (S BT 1= T Y o= TP PRUPT PP 12

CUSTOMETS DAA TP eeeeiiiieee ittt ettt e e e e e e e e e et e e e e e e s s e e eeeeeeeas 13

Lol oY 1 (=T o g SR D = = N Y/ o= PSRN 13

Time TracKiNg DAta TYPE ...ceeeeiiiaai ittt e ettt e e e e e e e e e s et bbbt e et e e e e e e e e e e s nnnbeeeeees 15

VENOr BillS DAIA TYPE ...ttt ettt ettt e bt e e et e e e e nabb e e e e enns 16

Standard Data TranSfer PRASES ........oooi ittt e e e 18
Standard Data Transfer PrOCEAUIE ............uuiiiiiiieiiiiie e e e e e e e e e e seneeneees 19
Chapter 4 Defining the Relationship between Data StruCtures...........occcoovvvvveicieinrieeienenn, 20
Understanding the Relationship between Data StruCtUres .............oovvvviiiiiiiiiiiiin e, 20
Choosing @ ReIAIONSNIP ... 21
Determining how Data is Structured in QUICKBOOKS............uuuuiiiiiiiiiiiiie e 21

Chapter5  TranSferring DAta ..........cccovviiiiiiiirssse e 23
Transferring the EMpPIOYEES Data TYPE ......uuuiiiiiiiiiaaiaiai ittt e e e e e e e e e e e e e e aaeaes 23
Transferring User Data to QuickBooks as Employee Data .............ccccvvvvveeveeieeee s, 23
Transferring Employee Data to Web TiImeSheet.............ouvvviiiiiiiiiiiii e, 24
Transferring the VEndors DAta TYPE.....coiuuueiie ittt ettt e e e s 25
Transferring User Data to QuickBooks as Vendor Data.................eeuviiiiiiieiiieieeeeeeeeeeeeeeeeeiianns 25
Transferring Vendor Data to Web TimeSheet ... 26

= TSy (=T LT B O 1= o1 1= SR 26
Transferring Client Data to QUICKBOOKS ............uviiiiiiiiiiec e 26
Transferring Customer Data to Web TimeSheet ... 27
Transferring the JObS/ItEMS Data TYPE......cooi ittt e e e e e e e e 28
Transferring Project, Task, and Role Data to QUICKBOOKS ...........cccccuviiiiiiiiiiiee e, 28

Table of Contents 3



Transferring Job or Item Data to Web TImeSheet.............uiiiiiiii e 30

Transferring the Time Tracking Data TYPE .......uuuuririiiiiiiieeeee s iecccerree e e e e e e e e e s s s s errereeaeeesaeanans 31
Transferring Time Entry Data to QUICKBOOKS ..........cooiiiiiiiiiiiiiiie e 31
Transferring the Vendor BillS Data TYPE .....uuuuuiiiiiiieee i iiiiieiee e e e e e e e e e s e s s ssseanraeee e e e e e e e e e e s e e annnnes 33
Transferring Expense Entry Data to QUICKBOOKS .........ccuuuiiiiiiiiiiiiiiiie e 33

Chapter 6 TroubIESNOOTING .......cvviirirricc e 35
Unable to Launch due to Missing ACCESS RIGNTS .........oiiiiiiiiiiiiiiiic e 35
Appendix A Available Field MapPINgS ... 37
Appendix B USING the FOIMUIAS.........cccov i 51
Using the Login Name FOIMUIA ..........uuiiiiiiiiiieiec et e e s e e e e e e e e s e s s eereeeeeas 51

Using the Vendor Identifiers FOrMUIA ..o 52
- T3] o] L= PR 52

Appendix C  Getting Familiar with Web TimeSheet and QUICKBOOKS..............ccccovvvvveennnnne, 53
Working With WeD TIMESNEEL..........cco o a e e e e e e e aaes 53
Working With QUICKBOOKS ..........uuiiiiiiiiiiieie e s i e st e e e e e e s e s s s ee e e e e e ae e e e s e s snannbeneeeeeeaaeeesannnnes 55
Appendix D Operational LIMITAtioNS ... 57

Table of Contents 4



CHAPTER 1
Welcome
e

Welcome to the Web TimeSheet Billing Integration for QuickBooks User Guide. This guide provides infor-
mation on installing and using Web TimeSheet Billing Integration for QuickBooks, which will be referred to
throughout this manual as the integration module.

About Web TimeSheet Billing Integration for QuickBooks

Web TimeSheet Billing Integration provides users the ability to transfer information between Web TimeSheet
and QuickBooks. With the ability to transfer time and expense data, the integration module is an ideal solu-
tion for those working on projects or tasks that are to be billed to clients. Using Web TimeSheet, you can
track the actual time spent working on projects, then transfer the data to QuickBooks to invoice clients for
the work completed. Expenses incurred against the project can also be entered in Web TimeSheet, and
transferred to QuickBooks to reimburse employees, pay vendors and charge clients.

Additionally, you can use the integration module to save the time and effort associated with entering the user
and project data in both QuickBooks and Web TimeSheet. This duplication can be eliminated by entering
the data in one application and transferring to the other using Web TimeSheet Billing Integration.

About this User Guide

This user guide is designed to help you understand how the integration module works and important con-
cepts and considerations when transferring data. In addition to this document, a Quick Start Guide is avail-
able, which provides the basic details required to begin using the integration module.

Document Conventions

This guide uses the following conventions:

+ References to other areas in the document are shown in italics and in blue to indicate active links
internal to the document. To automatically navigate to the section being referenced, select the link.

* Hyperlinks to websites or e-mail addresses are shown in blue and underlined to indicate active
links external to the document. To open a hew browser window to the website or to send an e-mail
to the address, select the link.

« Key information is highlighted using a blue background for quick reference. An icon is used to indi-
cate the type of information being provided, as follows.

+ The [ icon indicates a note, which provides a reminder of an important requirement or
further details on how the software operates.

« The /M icon indicates a warning notice. Warnings point out features or actions that can
have negative results if used incorrectly.

+ The [ icon indicates a tip or hint designed to assist you in using the product more effi-
ciently.

[ The online help system uses these same conventions for easy identification of important
notes, warnings, and tips.

Welcome 5



Contacting Support

If you would like assistance configuring or using Web TimeSheet Billing Integration for QuickBooks, please
contact Replicon's Customer Support team using one of the following methods:

Direct Phone: 403-262-6519 ext 3
Toll-Free Phone:
North America: 1-877-862-2519
Europe/New Zealand:: 00-800-8622-5192
Australia 0011-800-8622-5192
E-mail: support@replicon.com
Web-Based Form: www.replicon.com/Support/RequestHelp.aspx
Fax: 403-233-8046

Welcome
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CHAPTER 2

Getting Started
e

This chapter provides information on downloading and installing the Integration Manager, configuring Quick-
Books, and starting the Integration Manager once it is installed.

Downloading and Installing the Integration Manager

Web TimeSheet Billing Integration for QuickBooks be downloaded and installed from within the Integrations
section of Web TimeSheet. Refer to the Integrations chapter in Web TimeSheet's online help for informa-
tion on installing the Integration Manager.

[ Automatic Updates...
If you have Web TimeSheet Billing Integration for QuickBooks version 4.2 or higher installed, the first
time you launch the Integration Manager after an upgrade becomes available, your version will auto-
matically be upgraded.

Configuring QuickBooks

Before launching the integration module, there are several options that must be enabled or changed in
QuickBooks. To configure QuickBooks for use with the integration module:

oD

Launch QuickBooks.

Select Preferences... from the Edit menu.

Select Accounting from the side menu and select the Company Preferences tab.

Enable the Use class tracking and Prompt to assign classes options if you want to track Class.

In QuickBooks, you can create classes that you assign to transactions. This lets you track income
and expenses by department, business office or location, separate properties you own, or any
other meaningful breakdown of your business.

Select Payroll & Employees from the side menu and select the Company Preferences tab.
In the Display Employee List by field, select First Name.

For employees to be transferred successfully, the list format used in QuickBooks must match that
used in Web TimeSheet. Therefore, employees must be listed by first name in QuickBooks.

Select, depending on the version of QuickBooks you are using, either Time Tracking or Time &
Expenses from the side menu and select the Company Preferences tab.

In the Do You Track Time? section, select Yes. This will allow the time entry information from Web
TimeSheet to create timesheets in QuickBooks.

Select OK to save the changes.

Getting Started



Starting Web TimeSheet Billing Integration

To begin using the integration module:

1.

Launch QuickBooks and open a company file. When using the integration module, the currently
open QuickBooks company file is the file you will transfer data to and from.

] The integration module allows for a number of configurations to meet a wide variety of needs.
Until you have finalized the configuration you wish to use, it is recommended that you begin
working with a sample QuickBooks file, or at a minimum, backup your QuickBooks company
file prior to using the integration module.

A dialog box may appear indicating that Web TimeSheet is attempting to access the QuickBooks
company file without a certificate. Select the Yes, Always button or option, which allows Web
TimeSheet to access the company file for data transfer purposes. Select Yes if asked to confirm.

Launch the integration module by selecting Web TimeSheet: Integration Manager from the Quick-
Books File menu or by selecting the entry created in the Windows Start menu during installation.

(™ Do not attempt to access the integration module using the Integration entry in the top menu
of Web TimeSheet, as this applies to previous integration solutions and will not work with the
current integration module.

Enter your Web TimeSheet URL, Login Name, and Password.

If you want the integration module to automatically log in to Web TimeSheet each time it is launched,
enable the check box provided.

Select Connect.
If asked if you want to authorize the integration module to access Web TimeSheet, select Yes.

A second dialog box will be displayed to indicate that the integration module is attempting to access
QuickBooks without a certificate. First, enable the check box labeled Allow this application to ac-
cess.... This will ensure the integration module has the permission necessary to transfer employee
and vendor data to the company file. Then, select Yes, Always button or option. Select Yes if asked
to confirm.

A of you cancel or close one of the certification boxes, the entry for Web TimeSheet Billing Inte-
gration for QuickBooks will not appear in the QuickBooks File menu. If this happens, select
Edit > Preferences within QuickBooks, select the Company Preferences tab and select In-
tegrated Applications from the side menu. Make sure that Allow this application to access
this company file is enabled for both the Web TimeSheet and the Web TimeSheet Billing
Integration for QuickBooks applications.

The Web TimeSheet Billing Integration for QuickBooks window will open.

Getting Started



Accessing the Online Help

The integration module includes an online help system that provides comprehensive information on using
the software to complete key tasks. To access the online help, select Help from the menu bar of the Web
TimeSheet Billing Integration for QuickBooks window.

erview

Web — . R e ——

The Web TimeSheet Billing Integration for QuickBooks Help window will open. From here, you can ac-
cess help information from the Contents tab, or use the Search feature to find a particular topic.

E? Web TimeSheet Billing Integration for QuickBooks Help

& =
Hide Back Print Options
L
Content . . . -
Corterts | ndex | Search | Transferring Web TimeSheet Users to QuickBooks
2] welcome as Vendors
[2] additional Resources
[2] Recommended Wk low You can transfer Users from Web TimeSheet to QuickBooks as
[2] Canfiguring the Options either Vendors or Employees. Typically, a user is transferred as a
Using the Employee Transfer wizard vendor if they are a contractor or are submitting expenses. Users are
([ Using the Yendar Transfer Wizard transferred as employvees if they are paid through the organization's
standard payroll process.
Using the Customer Transfer Wizard To transfer users to QuickBooks as vendors, select Vendors from
Using the Job/ltem Transfer Wizard the Navigation menu on the left hand side of the window.
|Jzing the Time Tracking ‘Wwizard
IJzing the Yendor Bills Transfer Wizard MNavigation /)
IE |Jzing the Wendor Bills Utility &Empln}lee&
& Wendors
£ Customers
The Vendor Transfer Wizard will be displayed. The wizard will lead
you through the following steps:
1. Selecting the direction of transfer.
2. Belecting the fields mappings.
3. Selecting the users to transfer and transferring the data. L
4. Reviewing the results of the transfer.
To begin using the wizard, see Selecting the Direction of Transfer.
b7 If a user already exists in QuickBooks as a wendar, the
< S integration software can be used to update the vendaor data in
— — CuickBooks with chanaes made in YWeb TimeSheet. YWhen s
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CHAPTER 3

Using Web TimeSheet Billing Integration

Once QuickBooks is configured and the integration module has been launched, the application is ready to
transfer information. Prior to making a transfer, it is recommended that you become familiar with the types
of data available for transfer and the typical stages and procedures for transferring data.

Data Types Available for Transfer

There are seven data types available for transfer by the integration module, as shown below.

£ Employees

£ Vendors

g Customers

|| Jabz/ltems
(o) Tirne Tracking
Zavendor Bills

The table that follows shows how information in one application will be stored in the other, and what the cor-

responding terms are.

Data Type Web TimeSheet Term QuickBooks Term
Employees User, typically those paid on a Employee
regular and on-going basis
Vendors User, typically those paid irregu- | Vendor
larly, such as consultants or con-
tractors, or those who submit
expenses
Customers Client Customer
Jobs/ltems Project, Task, and/or Role? Job/Item, Job/Sub Job or Item/
Sub Item?
Time Tracking Timesheet Timesheet
Vendor Bills Expenses Vendor Bill

a. Depending on the relationship defined between the data structures in the two applications. See
Chapter 4, Defining the Relationship between Data Structures on page 20 for more information.

Using Web TimeSheet Billing Integration
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Employees Data Type

The Employees data type is used to transfer information regarding the people who work for your company.
Web TimeSheet User data is transferred to QuickBooks as Employee data and vice versa, as shown below.

User Information

Login Name
.. Emplovyee Liskt Ask ahbe

@ Brown, Doug  admin 100 =T Name
; Doug Brawn
0 8 1 Robbins, Mark mark 200 “ Frank foung
A8  Young, Frank frank 203 Matk Robbins

,

If the user or employee does not exist in the target application, the source application sends information
(such as first and last name) to create the user/employee in the target application. Subsequent transfers up-
date the information (with the exception of first and last name).

You can transfer time entered by user/employees:

* Once their data exists in both applications, and
« After you have transferred the related Customer and Jobs/Item data.

Understanding whether Users should be transferred as Employees or as Vendors

Web TimeSheet users can be transferred to QuickBooks as employees or vendors. Use the:

« Employees data type to transfer users that are paid through the organization’s standard payroll
process

« Vendors data type to transfer users who are not paid through the payroll process (such as contrac-
tors or consultants).

If the user will be paid through the payroll process AND submit expenses for the company, transfer the user
as both an employee (for transfers of their time) and a vendor (for transfers of their expenses).

[ QuickBooks does not allow employees and vendors to be created with identical names. Therefore,
when transferring a user as both an employee and a vendor:

1. Transfer the user as an employee using the Employee Transfer wizard.
2. Transfer the user’s expense entries using the Vendor Bills wizard.

When you reach the Setup the Vendor ldentifiers... page, ensure the Vendor
Name formula distinguishes the user’s vendor name from their employee name (for exam-
ple, John Smith - vendor).

For more information on the Vendor Identifiers name formulas Using the Vendor Identifiers
Formula on page 52.

Understanding how Duplicate Employees, Vendors, or Users are Transferred

It is possible to create two or more users with the same user name in Web TimeSheet; however, the dupli-
cate users’ login names must be unique.

Using Web TimeSheet Billing Integration 11



Refer to the table below for information on how the Integration Manager handles transfers involving dupli-

cated users.

If you attempt to transfer...

The Integration Manager will...

... users that are duplicated in Web TimeSheet
to QuickBooks, when none of the duplicated us-
ers exist in Project

... automatically append, in brackets, the user’s
login name to their last name in QuickBooks.
This will happen even if only one of the duplicat-
ed employees is transferred.

... users that are duplicated in Web TimeSheet
(or their data) in either direction, when that em-
ployee’s user name exists — but has not been

appended with their login name — in QuickBooks

Note: This situation may arise if, for example,
you transferred a user to QuickBooks before
creating a duplicate in Web TimeSheet, or if you
created a user who was duplicated in Web
TimeSheet independently in QuickBooks (this is
not recommended).

... hot transfer the duplicated users/data, and an
error will be logged, since the user’s data in
QuickBooks may correspond to any of the dupli-
cated users in Web TimeSheet.

In this case, you may manually append the us-

er’'s login name to their last name in Quick-
Books, and then transfer the user/data.

... employees/vendors that are duplicated in
QuickBooks, whose names are distinguished by
data in curly brackets - {}, to Web TimeSheet

... use the data in curly brackets as the user’s lo-
gin name in Web TimeSheet.

Vendors Data Type

The Vendors data type is used to transfer information for people who have submitted time or expenses paid
outside the organization’s standard payroll process, such as a contractor. Web TimeSheet User data is
transferred to QuickBooks as Vendor data and vice versa, as shown below.

User Information

N e

A B - Green, Sally  sally 102
A 3 Hill Tom tarm 201
1 3  Pole, Sam sam 202

wm| o | ewes | o
:

o, ¥Yendor List Ask ahelp o

Marme

Sally Green
Sam Pale
Tom Hill

-

Ackivicies

Fe|

If the user or vendor does not exist in the target application, information such as first and last name will be
sent from the source application to create the person in the target application. Subsequent transfers will up-
date the information (with the exception of first and last name) for that person.

[ For information on when users should be transferred as vendors, refer to Understanding whether Us-
ers should be transferred as Employees or as Vendors on page 11.

For information on how duplicate employees, vendors, or users are transferred, refer to Understanding
how Duplicate Employees, Vendors, or Users are Transferred on page 11.

Using Web TimeSheet Billing Integration
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Customers Data Type

This data type is used to transfer information about the people and companies you provide services to. Web
TimeSheet Client data is transferred to QuickBooks as Customer data and vice versa, as shown below.

Clients

Do | ome | cous Jen
@ W Advantage Technologies AT # | Name

+Advantage Technologies

‘{%’ ﬁg Big Game Inc =Te] g “ +Best Consulking

4 3 Best Consulting BC »Big Game Inc

I HIDE =+ + HIDE + II! . _Customer:Job ¥
E Add

If the client or customer does not exist in the target application, information such as the client or customer’s
name will be sent from the source application to create the client or customer in the target application. Sub-
sequent transfers will update the information for that entry. Once the Customer data type exists in both ap-
plications, and after the related Employees and Jobs/ltems data types have been transferred, you can
transfer time and expenses entered against those clients.

Ackivities

Jobs/Items Data Type

The Jobs/Items data type is used to transfer information about the work you do for your customers. How
this information is transferred between Web TimeSheet and QuickBooks will depend on the relationship de-
fined between the data structures used in the two applications, as shown in the sections that follow.

If the data is being transferred for the first time, a new entry will be created in the target application. If the
data has been previously transferred, the existing entry in the target application will be updated with the data
from the source application. Typically, this data type must be transferred after the Customers data type.
Once the Jobs/ltems data type exists in both applications and the Employees and Vendors have been
transferred, you can transfer time and expense entries entered against the projects.

Transferring Projects to Jobs and Tasks to Items

When transferring the Jobs/Items data type, you can choose to transfer Web TimeSheet Projects to Quick-
Books as Jobs and Web TimeSheet Tasks as QuickBooks Items, as shown below. However, if you transfer

Using Web TimeSheet Billing Integration 13



data to QuickBooks using this relationship, you will not be able to transfer data back to Web TimeSheet, as
there is no connection between the projects and tasks in QuickBooks.

“"Project 1" Project Structure

|__Menu | Name | Code |Status|Bi

(%% & Project 1 Open  Bo

g [23& ® Task Account Open  Bo
(% W SubTask 1 Account Open  Bo

(% & ® Task2 Account Open Bo

Transferring Projects to Jobs and Tasks to Sub Jobs

. Customer:Job List
& I Marme =

eClient 1
+Project 1

¥ Item List

Marne

+Task 1
+5ub-Task 1

+Task 2

When transferring project data, you can transfer Web TimeSheet Projects to QuickBooks as Jobs and the
Tasks within the project as Sub Jobs within the main job, as shown below. You can also transfer job and
sub job data back to Web TimeSheet as projects and tasks.

“"Project 1" Project Structure

|__Menu | Name | Code |Status|Bi

(%% & Project 1 Open  Bo

g [23& ® Task Account Open  Bo
(% W SubTask 1 Account Open  Bo

(% & ® Task2 Account Open Bo

-

Transferring Projects to Items and Tasks to Sub Items

#, Customer:Job List
& I Mame &

+Client 1
+Project 1
+Task 1
+5ub-Task 1
+Task 2

Alternately, you can choose to transfer Web TimeSheet Projects to QuickBooks as Iltems and the Tasks
within the project as Sub Items within the main item, as shown below. When this relationship is defined,
you can also transfer item and sub item data back to Web TimeSheet.

“"Project 1" Project Structure

|__Menu | Name | Code |Status|Bi

(%% & Project 1 Open  Bo

g [23& ® Task Account Open  Bo
(% W SubTask 1 Account Open  Bo

(% & ® Task2 Account Open Bo

-

#. Item List

Marne
+Praoject 1
¢ Task 1
+5ub-Task 1
«Task 2

Using Web TimeSheet Billing Integration
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Transferring Roles to Items

If you have not chosen to transfer Projects or Tasks as Items, you can additionally transfer Web TimeSheet

Roles to QuickBooks as Items, as shown below.

Billing Rates:
EE Project Rate: USD$ 150.00

Rale 1- UsD$ 100.00
Rale 2: USDE 150.00

Time Tracking Data Type

—

#. Item List
| Marne

+Role 1
+Role 2

The Time Tracking data type is used to transfer the information recorded by your employees about the time
spent on projects and tasks. When you perform this transfer, the time entry information will be sent from Web
TimeSheet to QuickBooks, as shown below. Time data cannot be transferred from QuickBooks to Web
TimeSheet. This data type must be transferred after the Employees and Jobs/ltems data type.

Mark Robbins

Timesheet Approver: Rob Jones

Advantage Technologies WWeb Site Coding Billab
Advantage Technologies WWeb Site Design Billab

e
le

Total

May 7, 2006 - May 13, 2006
Due Date: hay 13, 2006

Total Hours:40.00
Billable Hours:40.00
Cwvertirme Hours: 0.00

T W T F |8 _
g 10 11 12 13
.00 800 800 22.00

B.00 8.00 2.00 18.00

000 8.00 8.00

!

8.00 800 800 O0.00 40.00

Mamme Mark Robbins

M |

Timesheet
Week Of May & to May 14, 2006
M Tu W Th F Sa  Su
Custormer: Job Service Ikem Class & a 10 11 12 13 14 Total &
Advantag,..'Web Sike | Coding 6:00 | :00 | 3:00 ZZ:00 -
Advantag,..\Web Sike  |Design :00 | 8:00 | 2:00 18:00

Tokals

00 300 &:i00 §:00 S:00 0:00 0:00 40000

Using Web TimeSheet Billing Integration
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Vendor Bills Data Type

The Vendor Bills data type is used to transfer the expense information entered in Web TimeSheet, for re-
imbursement through QuickBooks. When transferring from Web TimeSheet to QuickBooks, Web TimeSheet
Expense data is transferred to QuickBooks as a Bill. Expense data cannot be transferred from QuickBooks
to Web TimeSheet.

When you perform this transfer, the expense entry information, such as expense type, will be sent from Web
TimeSheet to create the bill in QuickBooks. If the expense transferred from Web TimeSheet is a billable ex-
pense, it will be transferred to the bill in QuickBooks under the Items tab, as shown below.

Expense Sheet for Sally Green

Description: Development expenses Reimbursement Currency: USD%
Date: May 12, 2006 Total Reimbursement: 1,200.00

Project: Web Site Client: Advantage Technologies

LEEDD May 2, 2006 Software licenses Miscellaneous  Yes Yes USD$ 1,200.00

Summary
May 12, 2006

Bilable
Client
usD% usD% usD%
YWeb Site Advantage Technologies 1,200.00 1,200.00 1,200.00
Total 1,200.00 1,200.00 1,200.00

!

Y T
vendor Sally Green x| Date 05/12/2006 |
il Due 05/22/2006 |

Amourk Due ¥ 1,200.00|
Terms | Ref. Mo,

Mema  [Development expenses

[ Expenses $0.00 | Items $1,200.00 |
Item Description Oy Cost Ta Met Amk  Customer:dob Bl Class
Miscellanecus Saftware 1 1,200.00 |, 1,200.., |Advantage Te... |BE —
licenses
=|
select PO | | Receive sl | | Showro Time

Using Web TimeSheet Billing Integration 16



If the expense item transferred from Web TimeSheet has been marked as a non-billable expense, it will be
transferred to the bill in QuickBooks under the Expenses tab, as shown below.

Expense Sheet for Sally Green

Description: Business Trip Reimbursement Currency: S0
Date: May 12, 2008 Total Reimbursement: 185.00

Project: YWeb Site Client: Advantage Technologies

| Menu [ Date Incurred Sl Clen [Reimburse | _Amount |

LEED May 9, 2006 Dinner with clients Meals es USD$ 160.00
LEED May 10,2006 Taxi to airport Local Transportation No Yas USD§ 25.00
Summary

May 12, 2006

Billahle Total Reimhurse

Client
usps | usos | usps |

YWeh Site Advantage Technologies 0.00 185.00 185.00
Total 0.00 165.00 185.00

!

vendor  Sally Green | Date D5{1zj2006 |
Bil Due 05/22(2006 |

fmountDue  F 185000

R ~ | Ref. No.

Memo  |Business Trip

Expenses $185.00 ] Ttems $0.00 ]

Account Tax  MWet Amk Meno Customer:Job [ Class
Meals . 160,00 |Dinner with ... |Advantage Te... | B =
Local Transportation . 25.00 |Taxi ba airpark Advantage Te... E

Using Web TimeSheet Billing Integration 17



Standard Data Transfer Phases

START

Is the employee,

vendor, customer, and job
data consistent between the

two applications

NO

v

Transfer
employee, vendor,
and customer data

Transfer job data

i

Transfer time and

expense data

Wait until next
transfer period

There are typically four phases to follow when working with the in-
tegration module. These phases should be performed in the order
shown in the diagram, to ensure a successful transfer of informa-
tion between QuickBooks and Web TimeSheet.

Initial transfer of Employees, Customers and Vendors
data types

Before any time and expense data can be transferred to
QuickBooks, the employees, vendors, and customers in
QuickBooks must match the users and clients found in Web
TimeSheet. For example, a user in Web TimeSheet must
exist as an employee in QuickBooks before time data
entered by that user can be transferred.

This synchronization is most easily accomplished by enter-
ing the data in one application and then performing a mass
transfer to the other application using the integration mod-
ule. If you are more comfortable working in QuickBooks,
you may choose to enter all of your employee, vendor, cus-
tomer and job data in QuickBooks, and then transfer the
data to Web TimeSheet. Alternatively, if the majority of your
data is already in Web TimeSheet, or you are more familiar
with this application, you may choose to transfer the data
from Web TimeSheet to QuickBooks.

If you already have data in both Web TimeSheet and Quick-
Books, you will need to exercise caution when performing
the initial transfer. Make sure that all employee, vendor and
customer names are identical to any users and clients cur-
rently being used to avoid creating duplicate data. Once
this phase has been completed, you will only be required to
transfer these data types after changes are made to them in
either application.

Initial transfer of Jobs/Items data type

After employee, customer and vendor information has been
transferred, make sure the Jobs/ltems data type exists in
both applications. This information can be transferred from
QuickBooks to Web TimeSheet, or from Web TimeSheet to
QuickBooks.

Exactly what information is transferred, and how it is organized in the other application, depends on
the relationship defined between the data structures used in the two applications. The relationship
will determine what information is drawn from the source application, and where it is deposited in
the target application. For more information on defining the relationship, see Chapter 4, Defining
the Relationship between Data Structures on page 20.

Regular transfer of Time Tracking and Vendor Bills data types

Once the two applications share the same data for the Employees, Vendors, Customers and
Jobs/ltems data types, use Web TimeSheet to enter time and expenses. Time and expenses can
be entered in Web TimeSheet, and then transferred to QuickBooks as needed. Time and expense
data can be transferred only from Web TimeSheet to QuickBooks.
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Transfer of new Employees, Vendors, Customers, and Jobs/ltems data as they are added

To ensure the two applications remain synchronized, when supporting data is added or changed in
one application, it should be transferred to the other application using the integration module. For
example, if a task is added to a project in Web TimeSheet, it should then be transferred over to
QuickBooks. Ensure that updated employee, vendor and customer data is transferred first, since
projects and tasks may involve customers that need to pre-exist in QuickBooks. If a task and a cli-
ent are added to a project in Web TimeSheet, for example, you should transfer the client, then the
task, to QuickBooks before transferring any new time and expense data. By ensuring both applica-
tions remain updated, time and expense data will be transferred smoothly in the future.

Standard Data Transfer Procedure

To transfer one of the data types using the integration module, the following steps must be completed.

1.

6.

Determine how the data structure in Web TimeSheet relates to the data structure in QuickBooks.
For more information on defining the relationship, refer to Chapter 4, Defining the Relationship be-
tween Data Structures on page 20.

Ensure the prerequisites are in place for the data you wish to transfer. Prerequisites include required
configuration of Web TimeSheet or QuickBooks, or previous transfers of supporting data. For more
information on the prerequisites, refer to Chapter 5, Transferring Data on page 23.

[ Tasks such as configuring the applications will typically only need to be performed once,
which means that subsequent transfers will require fewer steps and less time.

If you have made changes in either QuickBooks or Web TimeSheet since launching the integration
module, select Refresh Connection from the Options side menu to ensure the data being trans-
ferred is the most current.

Select the type of data to be transferred from the Navigation side menu. The appropriate transfer
wizard will be displayed.

Follow the steps as guided by the transfer wizard. If prompted, specify the relationship selected in
Step 1. A relationship must be defined if transferring Jobs/Items or Time Tracking data types.

Review the results of the transfer provided by the wizard.

For more detailed instructions on transferring data, consult the online help provided with Web TimeSheet
Billing Integration for QuickBooks. For information on accessing the help, see Accessing the Online Help on

page 9.
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CHAPTER 4
Defining the Relationship between Data Structures
]

Before using the integration module to transfer data, you must determine how the data structure in Web
TimeSheet relates to the data structure in QuickBooks.

Understanding the Relationship between Data Structures

When transferring certain data types, you must define how the data structure in Web TimeSheet relates to
the data structure in QuickBooks. When transferring project data from Web TimeSheet to QuickBooks, the
relationship tells the integration module where the projects and tasks should be transferred to in Quick-
Books. For example, Web TimeSheet Projects can be transferred to QuickBooks as Jobs or as Items. If
the integration module is configured to transfer Projects as Jobs, then Web TimeSheet Tasks can be trans-
ferred as Sub Jobs or Items. Depending on the selection, Web TimeSheet Roles can be transferred to
QuickBooks as well. Below are the relationships that can be specified when transferring project data.

Transfer Projects as... Transfer Iltems as... Transfer Roles as...
Jobs ltems Not transferred

Jobs Sub Jobs Not transferred

Jobs Sub Jobs Items

Jobs Not transferred Items

Items Sub ltems Not transferred

[ QuickBooks items and jobs allow hierarchies. When the structural relationship is set to map Web
TimeSheet task data to QuickBooks items or jobs, the entire task hierarchy is maintained.

When transferring the opposite direction, from QuickBooks to Web TimeSheet, the relationship indicates
where the projects and tasks should come from in QuickBooks. You can create Projects from Jobs and
Tasks from Sub Jobs, or Projects from Items and Tasks from Sub Items.

[ When transferring from QuickBooks, other relationships, such as Jobs to Projects and Items to
Tasks, are not available because there is no association between jobs and items.

When transferring time entries, the integration module will use the specified relationship to locate the
projects and tasks selected for the time entries in QuickBooks. For example, if a Web TimeSheet project
exists in QuickBooks as a job, you would typically assign a relationship between Projects and Jobs. When
transferring a time entry for that project, the wizard will then attempt to locate the project in the QuickBooks
Jobs list. Once the project is found as a job, the time entry can be associated with the job and will be suc-
cessfully transferred.

The relationship you choose to create depends on how you wish to use the data and how existing data is
organized in each application.
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Choosing a Relationship

If you have projects in Web TimeSheet that you would like to transfer to QuickBooks, and you do not cur-
rently have any information within QuickBooks, it is recommended that you use the following relationship:

« Transfer Web TimeSheet Projects to QuickBooks Jobs
» Transfer Web TimeSheet Tasks to QuickBooks Sub Jobs

This aligns the project information with a Customer in QuickBooks and ensures that Projects and their re-
lated Tasks remain associated. If Tasks were instead transferred to Items, for example, the Projects and
Tasks would no longer be associated with each other, as there is no relationship between jobs and items in
QuickBooks. This relationship will also allow you to transfer data back to Web TimeSheet if required. If you
wish to use the data for billing, transfer Web TimeSheet Roles to QuickBooks Items as well.

If your project data already exists in QuickBooks, it is recommended that you base the selected relationship
on how your information is currently organized in QuickBooks, as described in the section that follows.

Determining how Data is Structured in QuickBooks

If you already have project data in QuickBooks, it is recommended you define the relationship based on the
structure currently in use in QuickBooks.

Jobs and ltems

If the entries you would like transferred as projects are listed in the Customer:Job list and the entries to be
transferred as tasks are in the Iltems list, as shown below, you should create the following relationship:
» Transfer Web TimeSheet Projects to QuickBooks Jobs

» Transfer Web TimeSheet Tasks to QuickBooks Items

#. Customer:Job List
& I Mame =

+Client 1
+Job 1

¥ Item List

Marne

+Item 1
+5ub-Tkem 1
+Ikem 2

[ This relationship can only be used when transferring from Web TimeSheet to QuickBooks, and not the
reverse direction.
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Jobs and Sub Jobs

If the entries you would like transferred as projects are listed in the Customer:Job list and the entries to be
transferred as tasks are underneath the main job in the same list, as shown below, you should create the
following relationship:

« Transfer Web TimeSheet Projects to QuickBooks Jobs
« Transfer Web TimeSheet Tasks to QuickBooks Sub Jobs

#, Customer:Job List
& I Mame &

+Clienk 2
+Iob 1
+5ub-Job 1
#5ub-5ub-Job 1
+5ub-Job 2

[ You can also choose to transfer Roles as Items as part of the relationship definition, which allows you
to transfer the rates associated with items for billing purposes.

[tems and Sub Items

If the entries you would like transferred as projects are listed in the Iltem List list and the entries to be trans-
ferred as tasks are underneath the main task in the same list, as shown below, you should create the follow-
ing relationship:

» Transfer Web TimeSheet Projects to QuickBooks Items

» Transfer Web TimeSheet Tasks to QuickBooks Sub Items

. Customer:Job Liskt
& I Mame =

+Client 2

¥ Item List

Mame
#Ikem 1
+5ub-Ttem 1
+5ub-5ub-Ttem 1
+5ub-Ttem 2

[ Ifyou are unable to identify the data structure used in QuickBooks, or have additional questions about
which relationship you should use, please contact Replicon Support at support@replicon.com.
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CHAPTER 5
Transferring Data
]

When transferring data, there are prerequisites that must be met for a successful transfer and important con-
siderations to take into account. The following sections provide information on the prerequisites and con-
siderations for each data type.

Transferring the Employees Data Type

Transferring User Data to QuickBooks as Employee Data

You can transfer Web TimeSheet Users to QuickBooks, where they can be stored as Employees.

[ User data can also be transferred to QuickBooks as vendor data, as described in Transferring the
Vendors Data Type on page 25. You might choose to transfer a user as a vendor if they are a con-
tractor who is paid outside of the regular payroll process, or an employee who is submitting expenses.
Please note that a user cannot be both an employee and a vendor in QuickBooks. For more informa-
tion, please see Using the Vendor Identifiers Formula on page 52.

Prerequisites

Before transferring Users, ensure the following items are in place:

« Ensure all employee names are spelled correctly. If you attempt to update information for an
employee and the First Name and Last Name fields in Web TimeSheet and QuickBooks do not
match exactly, the integration module will create a new record using the new spelling, instead of
updating the existing record.

Important Considerations
« If Employee ID is mapped to SS No.\SIN, the Employee ID must be a valid Social Security or
Social Insurance number or the transfer will fail.
« Inorder to be transferred as an Employee, the user cannot already exist as a Vendor.
» After transferring Users to QuickBooks, the fields Hire Date, Release Date, and SS No.\SIN can

only be updated directly in QuickBooks. They cannot be updated by the integration module.
Transferring Users as Employees

To transfer Users from Web TimeSheet to QuickBooks as Employees, select Employees from the Navi-
gation side menu and follow the directions provided by the Employee Transfer Wizard.

MNavigation a

/=, Employees
£ Vendors
g Custommers

[ lnhk= fberms

Be sure to select —h'“%meﬁheet (=3 when asked to choose a direction of transfer. For as-
sistance using the wizard, see the online help provided within the integration module.
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Transferring Employee Data to Web TimeSheet

You can transfer Employees from QuickBooks to Web TimeSheet, where they can be stored as Users.

Prerequisites

Before transferring employees, ensure the following steps have been taken:

» Ensure all employee names are spelled correctly. If you attempt to transfer a user that already
exists and the First Name and/or Last Name fields are not identical in Web TimeSheet and Quick-
Books, the integration module will create a new user in Web TimeSheet using the new spelling.

« If you are mapping Hourly Rate to Hourly Cost, employees must have an entry in Payroll Info
called Hourly Cost. The Hourly Cost item will track the employee’s rate of pay.

Important Considerations

* The login name for the user is only transferred the first time that you transfer the user information
from QuickBooks to Web TimeSheet. If you modify the formula for determining user login names,
and re-transfer a user, their login name will not change.

« Each new user created in Web TimeSheet will be assigned Project Resource — Billable permission,
if it is available, and Timesheet permission, if it is not.

« Each new user created in Web TimeSheet is given a Project & Billing seat. If both Project & Billing
and Time & Attendance licenses are present in Web TimeSheet, users transferred for the first time
are given both seat assignments.

Transferring Users

To transfer Employees from QuickBooks to Web TimeSheet as Users, select Employees from the Navi-
gation side menu and follow the directions provided by the Employee Transfer Wizard.

MNavigation &)

- Employees
£ Vendors
g Custamers

Ik Mbarms

Be sure to select & Hmesheat When asked to choose a direction of transfer. For as-
sistance using the wizard, see the online help provided within the integration module.

Transferring Data 24



Transferring the Vendors Data Type

Transferring User Data to QuickBooks as Vendor Data

You can transfer Web TimeSheet Users to QuickBooks, where they can be stored as Vendors.

[ Userdata can also be transferred to QuickBooks as employee data, as described in Transferring User
Data to QuickBooks as Employee Data on page 23. You would choose to transfer a user as an em-
ployee if they are paid within the regular payroll process. Please note that a user cannot be both an
employee and a vendor in QuickBooks. For more information, please see Using the Vendor Identifiers
Formula on page 52.

Prerequisites

Before transferring Users, ensure the following steps have been taken:
« Ensure all vendor names are spelled correctly. If you attempt to update information for a vendor
and the First Name and/or Last Name fields are not identical in Web TimeSheet and QuickBooks,
the integration module will create a new vendor in QuickBooks using the new spelling.

Important Considerations

« Inorder to be transferred as a Vendor, the user cannot already exist as an Employee.

Transferring Users as Vendors

To transfer Users from Web TimeSheet to QuickBooks as Vendors, select Vendors from the Navigation
side menu and follow the directions provided by the Vendor Transfer Wizard.

Mavigation R

L. Employess
£ Vendors
o Custamers

Be sure to select ﬁ‘“%meﬁheet (= when asked to choose a direction of transfer. For as-
sistance using the wizard, see the online help provided within the integration module.
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Transferring Vendor Data to Web TimeSheet

You can transfer QuickBooks Vendors to Web TimeSheet, where they can be stored as Users.

Prerequisites

Before transferring vendors, ensure the following steps have been taken:

« Ensure all vendor names are spelled correctly. If you attempt to transfer time and expense entries
for a vendor and the First Name and/or Last Name fields are not identical in Web TimeSheet and
QuickBooks, the integration module will create a new vendor in Web TimeSheet using the new
spelling.

« If you map Type to Employee Type, the value must previously exist in Web TimeSheet as an
Employee Type for the transfer to be successful.
Transferring Vendors

To transfer Vendors from QuickBooks to Web TimeSheet as Users, select Vendors from the Navigation
side menu and follow the directions provided by the Vendor Transfer Wizard.

Mavigation ol

S Employess
£ Wenduors

g Customers

Be sure to select & ") TimeSheet When asked to choose a direction of transfer. For as-
sistance using the wizard, see the online help provided within the integration module.

Transferring Customers

You can transfer:

* Web TimeSheet Clients to QuickBooks, where they will be stored as Customers
e QuickBooks Customers to Web TimeSheet, where they will be stored as Clients

Transferring Client Data to QuickBooks

You can transfer Web TimeSheet Clients to QuickBooks, where they will be stored as Customers.

Transferring Clients

To transfer Clients from Web TimeSheet to QuickBooks as Customers, select Customers from the Navi-
gation side menu and follow the directions provided by the Customer Transfer Wizard.

r -
Mavigation A
£ Employees
£ Vendors
i Customers
[Jobs/ltems
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Be sure to select —‘hﬂﬁmeSheet (= when asked to choose a direction of transfer. For as-
sistance using the wizard, see the online help provided within the integration module.
Transferring Customer Data to Web TimeSheet

You can transfer QuickBooks Customers to Web TimeSheet, where they will be stored as Clients.

Important Considerations

e Ensure all customer names are spelled correctly. If you attempt to transfer information for a cus-
tomer and the customer names are not identical in Web TimeSheet and QuickBooks, the integra-
tion module will create a new customer in Web TimeSheet using the new spelling.

Transferring Customers

To transfer Customers from QuickBooks to Web TimeSheet as Clients, select Customers from the Navi-
gation side menu and follow the directions provided by the Customer Transfer Wizard.

| % |
Mavigation f
L. Employess
£ Vendors
4 Customers
[Jobs/temns

Be sure to select & ) TimeSheet When asked to choose a direction of transfer. For as-
sistance using the wizard, see the online help provided within the integration module.
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Transferring the Jobs/Items Data Type

Transferring Project, Task, and Role Data to QuickBooks

You can transfer Web TimeSheet projects, tasks, and roles to QuickBooks. As shown in the table below,

there are essentially five combinations that can be used when transferring the data:

Transfer Projects as... Transfer Iltems as... Transfer Roles as...
Jobs Items Not transferred

Jobs Sub Jobs Not transferred

Jobs Sub Jobs Items

Jobs Not transferred ltems

Items Sub Items Not transferred

For more information on choosing the correct relationship between the project data in Web TimeSheet and
that in QuickBooks, see Chapter 4, Defining the Relationship between Data Structures on page 20.

Prerequisites

Before transferring project, task, and role data, ensure the following steps have been taken:

e If you are transferring Projects to QuickBooks as Jobs, ensure that the clients assigned to the
projects exist in QuickBooks as customers, either through manual entry, or transfer by the integra-
tion module. If the customers do not exist in QuickBooks, the transfer will fail, unless the customer
associated with the project is <None>.

» If you are transferring Projects, Tasks, or Roles to QuickBooks as Items, verify that the value
being mapped to the Service Item Account is listed in the Accounts section of QuickBooks.
Below is a table of the available mappings to Service Item Account, depending on the relationship
defined between the data structures in the two applications.

Relationship Available Mappings to Service

Item Account

Projects as Jobs, Tasks | Task Code, User Defined Field
as Items (Project/Task Category)

Projects as Jobs, Roles | Role Description
as Items (with or without
Tasks as Sub Jobs)

Projects as Items, Tasks | Project Code, Project Description,
as Sub Items Task Code, User Defined Field
(Project/Task Category)

For information on adding the necessary Accounts exist to QuickBooks, see Adding Accounts to
QuickBooks.
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Adding Accounts to QuickBooks

Within QuickBooks, select Lists from the main menu, and select Chart of Accounts.

If the value mapped to Service Item Account does not exist in the Chart of Accounts, click the
Account button at the bottom of the screen, and choose New.

Select the type of account you wish to create from the drop down menu.

Enter the name of your selected option, using the value mapped from Web TimeSheet, and click OK
to add the account.

Important Considerations

If you are transferring Tasks as Sub Jobs, only the first 3 task levels (the task, its child, and the
child’s child) will be transferred due to a limitation on the number of sub job levels in QuickBooks. If
you are transferring Tasks as Items, only the first 5 task levels will be transferred due to a limitation
on item levels in QuickBooks. If you have chosen to transfer Tasks as Sub Items, only 4 task lev-
els will be transferred as the Project will take up the first item level.

Transferring Project, Task, and Roles Information

To transfer Projects, Tasks, and Roles from Web TimeSheet to QuickBooks, select Jobs/Items from the
Navigation side menu and follow the directions provided by the Job/Item Transfer Wizard.

r -
Mavigation A

£ Employees

£ Vendors

g Customers

| Jobs/ltems
(o) Tirne Tracking

Ao Ao Rl

Be sure to do the following when navigating through the wizard:

Select ﬁﬁ“ﬁmeﬁheet (8 when asked to choose a direction of transfer

Select the relationship you determined you will use based on the guidance given in Chapter 4,
Defining the Relationship between Data Structures on page 20 when prompted.

If you are transferring Projects, Tasks, or Roles to QuickBooks as Items, ensure a Web
TimeSheet field is mapped to Service Item Account.

For assistance using the wizard, see the online help provided within the integration module.
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Transferring Job or Item Data to Web TimeSheet

You can transfer QuickBooks jobs and sub jobs or items and sub items to Web TimeSheet, where they will
be stored as projects and tasks.

Transferring Job or Item Information
To transfer jobs and sub jobs or items and sub items from QuickBooks to Web TimeSheet, select Jobs/
Items from the Navigation side menu and follow the directions provided by the Job/Item Transfer Wizard.

F |
Mavigation ol

S Employess

L Vendors

g Customers
~|Jobsdltems
(.- Time Tracking

S LT P |

Be sure to select & ) TimeSheet When asked to choose a direction of transfer. For as-
sistance using the wizard, see the online help provided within the integration module.
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Transferring the Time Tracking Data Type

Transferring Time Entry Data to QuickBooks

You can transfer Web TimeSheet timesheet data to QuickBooks.

Prerequisites

Before transferring this data, ensure the following steps have been taken:

Ensure the User who submitted the time entries already exists in QuickBooks as an Employee or
Vendor.

Ensure that the Projects, Tasks, and Roles associated with the time entries exist in QuickBooks
and verify that you know how the data is organized (for example, whether Projects exist in Quick-
Books as Jobs or as Items).

If you want to map to the Class field, you must ensure that you have assigned one class per earn-
ings item, so that the Class field will be represented on user timesheets. See Changing Quick-
Books Preferences for Class Settings for more information.

Changing QuickBooks Preferences for Class Settings

A w DD

Within QuickBooks, select Edit from the main menu, and choose Preferences....

Select the Company Preferences tab, and select Payroll and Employees from the side menu.
Choose the option to assign one class per Earnings item.

Select OK.

Important Considerations

If you remove a timesheet row from a project in Web TimeSheet after that project has been trans-
ferred to QuickBooks, and then attempt to transfer time for that project with a date range that
includes the deleted row, the row will not be deleted in QuickBooks. This is because Web
TimeSheet does not keep track of rows that have been removed; therefore, there is not way to cor-
relate these changes with QuickBooks.

Time entries in Web TimeSheet with negative number values will not be transferred, as Quick-
Books does not allow employees to input negative hours.

Before transferring time with this Project/Task to Job/Sub Job,

When transferring billable time, QuickBooks requires a Customer:Job and Service Iltem to be
associated with time. If Project, Task, or Role has not been mapped to Item, the integration mod-
ule automatically creates an item labelled <None> to meet this requirement.
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Transferring Time Entry Information

To transfer time entries from Web TimeSheet to QuickBooks, select Time Tracking from the Navigation
side menu and follow the directions provided by the Time Tracking Wizard.

r . |
Mavigation R

S Employees

£ Vendors

v Custamers

| Jobs/ltems
.- Time Tracking

Zavendor Bills

When prompted, select the relationship you used to transfer the Jobs/Items data type or, if you did not trans-
fer the data, select the relationship that most closely matches the organization of data in QuickBooks. This
will allow the transfer wizard to locate the project data in QuickBooks to assign to the transferred time entries.

For assistance using the wizard, see the online help provided within the integration module.
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Transferring the Vendor Bills Data Type

Transferring Expense Entry Data to QuickBooks

You can transfer Web TimeSheet expense entry data to QuickBooks as a Bill.

[ A Web TimeSheet Expense module license is required in order to transfer expense information.

Prerequisites

Before transferring expense entries, ensure the following steps have been taken:

Determine whether to use an Expense Type or user defined field (UDF) from Web TimeSheet to
map to either Account or Item in QuickBooks. If the expense entry is billable, the mapped field will
be transferred to the Item field, and if it is non-billable, it will be transferred to the Account field. If
the value of the mapped field does not match an existing Item for a billable expense or an existing
Account (of type Income or Expense) for a non-billable expense, the expense entry will not be
transferred and a warning message will be displayed. You can either have the wizard automatically
create the required Accounts and Items or use the Vendor Bills Utility to do so.

Make sure that the values for either the Client/Project Name or Client/Project Code are present
as a Customer:Job in QuickBooks prior to transfer, if you will be mapping these fields in the inte-
gration module. If you are mapping only to Customer, then only the Client must be present in
QuickBooks.

Important Considerations

Because expenses are transferred directly to a vendor bill in QuickBooks, it is suggested that you
select approved expenses for transfer only.

If you want to modify expenses after you have transferred them, select All in the Transfer Status
field, and the transfer will effectively delete the previously transferred expenses and replace them
with the modified expenses.

To avoid accidentally overwriting expenses, select Not Previously Transferred in the Transfer
Status field.

QuickBooks only allows for one Accounts Receivable or Accounts Payable account to be used in a
transaction. When the integration module transfers the expenses, the vendor bill has an overall
Account Payable account assigned. Therefore, the QuickBooks Account or Item field cannot be
mapped from a Web TimeSheet field containing a value matching the name of a QuickBooks
account of the type Accounts Payable or Accounts Receivable.

When transferring expense entries, the integration module searches for matching vendors as fol-
lows:

» Search for a vendor name that matches the Web TimeSheet user’s name

« If there is no match, search for a vendor name that matches the vendor name formula for

that user (example: 3Smith - vendor)

« If there is no match, create a new vendor using the specified vendor name formula
A User who enters expenses in Web TimeSheet for a vendor bill in QuickBooks must exist as a
vendor. However, QuickBooks does not allow an employee to also be a vendor with the same

name. As a result, when creating a formula for the vendor name, it is recommended that additional
text be added to distinguish from the user’s employee name (example: John Smith - vendor).
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A Web TimeSheet field may be mapped to the Class field in QuickBooks when transferring
expense entries. If the mapping is made and the contents of the Web TimeSheet field do not match
an existing QuickBooks class, the class will automatically be created in QuickBooks.

* Non-billable expenses are mapped to the Expense tab on the QuickBooks vendor bill. Billable
expenses are mapped to the Items tab on the QuickBooks vendor bill, because billable expenses
are eventually added to a client invoice.

« US versions of QuickBooks only accept US Dollars (USD) for the Reimbursement Currency. If
you are using a US version of QuickBooks and expenses are entered in Web TimeSheet in a cur-
rency other than the Reimbursement Currency, the expense amount will be automatically con-
verted to that Reimbursement Currency upon transfer to QuickBooks. The conversion will be
done using the exchange rate specified in the Admin section of Web TimeSheet. USD should be
used for the Reimbursement Currency in Web TimeSheet when working with a US version of
QuickBooks.

* The integration module supports the use of multiple currency accounts for transfer of expense data
to QuickBooks. Prior to transferring the expense data, you must map the currencies from Web
TimeSheet to QuickBooks. Be aware of the following when working with multiple currencies:

« A vendor bill will be created for each currency within an expense sheet. For example, if an
expense sheet in Web TimeSheet includes three rows, with the first two rows in USD and
the third row in Euro, two expense sheets will be created. The first expense sheet will
include the two USD expense entries (rows) and the second will include the Euro expense
entry.

« If one of the rows within the expense sheet fails to transfer, none of the expense sheet
entries will be transferred.

« Avendor will be created for each of the currencies that applies, with the currency (e.g. -
Canadian Dol lar) added to the end of the vendor name.

* No currencies will be created on the fly.

Transferring Expense Entry Information

To transfer expenses from Web TimeSheet to QuickBooks, select Vendor Bills from the Navigation side
menu and follow the directions provided by the Vendor Bills Transfer Wizard.

Mavigation £

S Employess

£ Vendors

£ Customers
—|Jobs/ltems
=0 Time Tracking
“Mendor Bills

For assistance using the wizard, see the online help provided within the integration module.
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CHAPTER 6
Troubleshooting
]

Unable to Launch due to Missing Access Rights

If, when attempting to start the integration module, the following error message is displayed, QuickBooks
has not been configured to allow the necessary access by the integration module.

Web Timesheet Billing Integration for QuickBooks |

Q Wweb Timesheet Inkegration Manager needs to access all the data in QuickBooks, including Social Insurance Mumbers, Customer Credit Card

Information and other personal data. Please grant access rights in QuickBooks, to proceed Further,

Retry I Zancel |

To resolve this issue:

1.

o g A~ w DN

Select Cancel in the error message box. This will stop the integration module from attempting to
launch.

In QuickBooks, select Preferences... from the Edit menu.

In the Preferences dialog box that opens, select Integrated Applications from the side menu.
Select the Company Preferences tab.

Select Web TimeSheet Billing Integration... from the Application Name column.

Select the Properties... button.

Preferences fisk a help question Askl ¥ How Do I?| x|
‘l [ My Preferences l Company Preferences I K

‘fou can manage all applications that inkerack with this QuickBooks comparny file Cancel
here.

X

GSTPST

[ Dor't allow amy applications to access this company File Help

[ Motify the user before running any application whose certificate has expired Default
Defaul

Pl

Applications that have previously requested access to this company File

Allow Access Application Marme Also See:
Weh TimesShest o Properties. .. General
Remove Service
Conneckion
Estimates
%A
Online
~|
P 5 To learn more about applications that integrate with QuickBooks, go to the
ayro  QuickBooks Solutions Marketplace
Employvees ;l
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7. Inthe Properties dialog box that opens, verify the Allow this application to access this company
file option is enabled.

8. Enable the Allow this application to access Social...and other personal data option.

T LT A R W 11111 sk & help question Ask | = How Do I? | x|

J Access Rights I Details I

Iv allow this application o access this compary file
[ Prompt before allowing access
[ allows this application ko login automatically
Login as:
| B

v fﬁ.lll:uw this application ta access Social Insurance Numbers, |
é:u{:pmer credit card infarmation, and other personal daka
5

What does Ehis mean?

(1] 4 Cance| Help

Search For information about this application at the
+ uickBooks Solukions Marketplace

9. Select OK to close the Properties dialog box.

10. Select OK to close the Preferences dialog box.

11. Restart the integration module, either from the Windows Start menu or by selecting Web
TimeSheet: Integration Manager from the QuickBooks File menu.

The application should launch successfully. If the error continues to appear, contact Replicon’s Support
team. Contact information is provided in the section Contacting Support on page 6.
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APPENDIX A

Available Field Mappings

When transferring data, the integration module automatically maps certain fields, transferring the contents
from the field in the source application to the appropriate field in the target application. In addition, there are

optional field mappings that can be configured by the user.

Once a mapping has been created, the field that is being mapped to cannot be used in any other mappings.
However, the field from the source application (the field being mapped from) can be mapped to any number

of additional fields.

For each data type, the pre-defined and configurable field mappings are provided in the sections that follow.

[ When transferring Time Tracking and Vendor Bills data types, the field Class is only available for
mapping if the Use class tracking option is enabled in the QuickBooks Preferences. See Web

TimeSheet Billing Integration for QuickBooks be downloaded and installed from within the Integrations

section of Web TimeSheet. Refer to the Integrations chapter in Web TimeSheet's online help for in-
formation on installing the Integration Manager. on page 7 for more information on enabling this op-

tion.

Available Mappings when Transferring Users from Web TimeSheet to QuickBooks as

Employees

Web TimeSheet Field

QuickBooks Field

Notes

SS No.\SIN
Custom Field

First Name First Name This mapping cannot be edited or
removed.

Last Name Last Name This mapping cannot be edited or
removed.

Employee ID Acct No. (Emp ID) The integration module cannot

modify Social Security Numbers or
Social Insurance Numbers in

QuickBooks after the initial transfer.

Internal E-mail Address Email
Custom Field

External E-mail Address Email The External E-mail Address field
Custom Field is only available for mapping if there

is a license for the Web TimeSheet
Offline Timesheet module.

Supervisor Custom Field

Department Custom Field

Hourly Cost Hourly Rate If Hourly Cost is mapped to Hourly

Custom Field Rate, there must be an Hourly Cost

item available in the Payroll Item
list in QuickBooks in order for the
mapping to be successful.

Start Date Hire Date The integration module cannot

End Date Release Date modify hire or release dates in

QuickBooks after the initial transfer.

If Start Date is not mapped to Hire
Date, the Hire Date field will be
filled with the current date.

Available Field Mappings
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Web TimeSheet Field

QuickBooks Field

Notes

Employee Type

Custom Field

Login Status
(Enabled/Disabled)

Status (Active/lnactive)

User Defined Field
(User Category)

Custom Field

Available Mappings when Transferring Employees from QuickBooks to Web TimeSheet

QuickBooks Field

Web TimeSheet Field

Notes

External E-mail Address

First Name First Name This mapping cannot be edited or
removed.

Last Name Last Name This mapping cannot be edited or
removed.

SS No.\SIN User Defined Field (User Category)

Date of Birth User Defined Field (User Category)

Email Internal E-mail Address External E-mail Address is only

available as an option if there is a
license for the Web TimeSheet
Offline Timesheet module.

Acct No. (Emp ID)

Employee ID
User Defined Field (User Category)

Hourly Rate Hourly Cost The employee must have an Hourly
User Defined Field (User Category) | Rate assigned in QuickBooks in
order for the mapping to be
successful.
Hire Date Start Date
Release Date End Date

Status (Active/lnactive)

Login Status (Enabled/Disabled)

Custom Field

User Defined Field (User Category)

Available Mappings when Transferring Users from Web TimeSheet to QuickBooks as Vendors

Web TimeSheet Field

QuickBooks Field

Notes

Custom Field

First Name First Name This mapping cannot be edited or
removed.

Last Name Last Name This mapping cannot be edited or
removed.

Internal E-mail Address Email

External E-mail Address

Email
Custom Field

The External E-mail Address field
is only available for mapping if there
is a license for the Web TimeSheet
Offline Timesheet module.

Login Status
(Enabled/Disabled)

Status (Active/lnactive)

User Defined Field
(User Category)

Custom Field

Available Field Mappings
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Available Mappings when Transferring Vendors from QuickBooks to Web TimeSheet

QuickBooks Field

Web TimeSheet Field

Notes

External E-mail Address

First Name First Name This mapping cannot be edited or
removed.

Last Name Last Name This mapping cannot be edited or
removed.

Email Internal E-mail Address External E-mail Address is only

available as an option if there is a
license for the Web TimeSheet
Offline Timesheet module.

Status (Active/lnactive)

Login Status (Enabled/Disabled)

Company User Defined Field (User Category)
Type Employee Type If mapped to Employee Type, the
User Defined Field (User Category) |value must exist as an Employee
Type in Web TimeSheet for the
transfer to be successful.
Custom Field User Defined Field (User Category)

Available Mappings when Transferring Clients from Web TimeSheet to QuickBooks

Web TimeSheet Field

QuickBooks Field

Notes

Client Name Customer Name The mapping to Customer Name
Company Name cannot be edited or removed.

Client Code Custom Field

Comments Notes

Default Billing Rate
Currency

Custom Field

Default Billing Rate

Custom Field

Default Billing Rate
Description

Custom Field

Internal E-mail Address

Email

Client Status
(Enabled/Disabled)

Customer Status (Active/Inactive)

User Defined Field
(Client Category)

Custom Field
Bill Address

Available Mappings when Transferring Customers from QuickBooks to Web TimeSheet

QuickBooks Field

Web TimeSheet Field

Notes

Customer Name

Client Name

This mapping cannot be edited or
removed.

Company Name

User Defined Field (Client Category)

Contact User Defined Field (Client Category)
Phone User Defined Field (Client Category)
Fax User Defined Field (Client Category)
Alt. Phone User Defined Field (Client Category)
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QuickBooks Field

Web TimeSheet Field

Notes

Email User Defined Field (Client Category)
Account No. User Defined Field (Client Category)
Bill Address User Defined Field (Client Category)
Bill City User Defined Field (Client Category)

Bill Zip/Postal Code

User Defined Field (Client Category)

Bill Country/Region

User Defined Field (Client Category)

Bill State/Province

User Defined Field (Client Category)

Ship Address

User Defined Field (Client Category)

Ship City

User Defined Field (Client Category)

Ship State/Province

User Defined Field (Client Category)

Ship Zip/Postal Code

User Defined Field (Client Category)

Ship Country/Region

User Defined Field (Client Category)

Notes Comments

User Defined Field (Client Category)
Rep User Defined Field (Client Category)
Type User Defined Field (Client Category)

Customer Status
(Active/lnactive)

Client Status
(Enabled/Disabled)

Custom Field

User Defined Field (Client Category)

Available Field Mappings
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Available Mappings when Transferring Project/Task Data from Web TimeSheet to QuickBooks

The field mappings available when using the Jobs/Items Transfer Wizard depend on the relationship de-
fined between the two applications, as shown in the sections that follow.

Available Mappings when Transferring Projects as Jobs and Tasks as Items

Web TimeSheet Field

QuickBooks Field

Notes

Client

Customer Name

This mapping cannot be edited or
removed. The value in the Web
TimeSheet field must match an
existing Customer in QuickBooks
for the transfer to be successful.

Project Name

Job Name

Project Code

Job Name
Custom Field

A mapping to Job Name is
automatically created based on
whether Project Name or Project
Code was selected when defining
the relationship between the two
applications.

Project Description

Job Description

Project Status (Open/

Job Status (Active/Inactive)

Service Item Account
Custom Field

Closed)
Task Name Item Name/Number A mapping to Item Name/Number
Task Code ltern Name/Number is automatically created based on

whether Task Name or Task Code
was selected when defining the
relationship between the two
applications. A mapping to Service
Iltem Account is required for data
transfer to occur. The value
mapped to Service Item Account
must match an existing Account in
QuickBooks for the transfer to be
successful.

Task Description

Item Description

Task Status (Open/Closed)

Item Status (Active/lnactive)

Time Entry Start Date

Start Date

Time Entry End Date

End Date
Projected End

Estimated Hours

Custom Field

Estimated Cost

Custom Field

Estimated Expenses

Custom Field

Task Estimated Hours

Custom Field

Task Estimated Cost

Custom Field

User Defined Field
(Project/Task Category)

Custom Field
Service Iltem Account

A mapping to Service Item
Account is required for data
transfer to occur. The value
mapped to Service Item Account
must match an existing Account in
QuickBooks for the transfer to be
successful.

Available Field Mappings
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Available Mappings when Transferring Projects as Jobs and Tasks as Sub Jobs, with or without Transferring

Roles

Web TimeSheet Field

QuickBooks Field

Notes

Client

Customer Name

This mapping cannot be edited or
removed. The value in the Web
TimeSheet field must match an
existing Customer in QuickBooks
for the transfer to be successful.

Project Name Job Name
Project Code Job Name
Custom Field

A mapping to Job Name is
automatically created based on
whether Project Name or Project
Code was selected when defining
the relationship between the two
applications.

Project Description

Job Description

Project Status (Open/

Job Status (Active/Inactive)

Custom Field

Closed)
Task Name Sub Job Name A mapping to Sub Job Name is
Task Code Sub Job Name automatically created based on

whether Task Name or Task Code
was selected when defining the
relationship between the two
applications.

Task Description

Sub Job Description

Task Status (Open/Closed)

Sub Job Status (Active/Inactive)

Time Entry Start Date

Start Date

Time Entry End Date

End Date
Projected End

Estimated Hours

Custom Field

Estimated Cost

Custom Field

Estimated Expenses

Custom Field

Task Estimated Hours

Custom Field

Task Estimated Cost

Custom Field

Available Field Mappings
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Web TimeSheet Field

QuickBooks Field

Notes

Role Name

Item Name/Number

*Role Description

Item Description
Service Item Account

Note: Role Description must be
mapped to the Service Item Account
field (although it may also be
mapped to Item Description). For the
transfer to be successful, the
Service Item Account value must
match that of an existing account in
QuickBooks.

Role Status (Enabled/
Disabled)

Item Status (Active/lnactive)

*Role Rate

Note: The rate taken will be
that specified for the role at
the global level.

Item Rate

These field mappings are only
available if Roles are transferred as
Iltems.

*Ifthe This service is
used in assemblies or is
performed by a
subcontractor or partner
option is enabled for an item in
QuickBooks, then the following
mappings apply:
* Role Description to Purchase
Description

* Role Rate to Purchase Cost

User Defined Field
(Project/Task Category)

Custom Field

Available Mappings when Transferring Projects as Jobs and Roles as Items, without Transferring Tasks

Web TimeSheet Field

QuickBooks Field

Notes

Client

Customer Name

This mapping cannot be edited or
removed. The value in the Web
TimeSheet field must match an
existing Customer in QuickBooks
for the transfer to be successful.

Project Name

Job Name

Project Code

Job Name
Custom Field

A mapping to Job Name is
automatically created based on
whether Project Name or Project
Code was selected when defining
the relationship between the two
applications.

Project Description

Job Description

Project Status (Open/
Closed)

Job Status (Active/Inactive)

Available Field Mappings
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Web TimeSheet Field

QuickBooks Field

Notes

Role Name

Item Name/Number

*Role Description

Item Description
Service Item Account

Note: Role Description must be
mapped to the Service Item Account
field (although it may also be
mapped to Item Description). For the
transfer to be successful, the
Service Item Account value must
match that of an existing account in
QuickBooks.

Role Status (Enabled/
Disabled)

Item Status (Active/lnactive)

These field mappings are only
available if Roles are transferred as
Iltems.

*Ifthe This service is
used in assemblies or is
performed by a
subcontractor or partner
option is enabled for an item in
QuickBooks, then the following
mappings apply:
* Role Description to Purchase
Description

. Role Rate to Purchase Cost

*Role Rate Item Rate
Time Entry Start Date Start Date
Time Entry End Date End Date

Projected End

Estimated Hours

Custom Field

Estimated Cost

Custom Field

Estimated Expenses

Custom Field

User Defined Field
(Project/Task Category)

Custom Field

Available Field Mappings
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Available Mappings when Transferring Projects as Items and Tasks as Sub Items

Web TimeSheet Field

QuickBooks Field

Notes

Project Name

Iltem Name/Number

Project Code

Item Name/Number
Service Item Account

Custom Field

Project Description

Item Description
Service Item Account

A mapping to Item Name/Number
is automatically created based on
whether Project Name or Project
Code was selected when defining
the relationship between the two
applications. A mapping to Service
Iltem Account must be created.
The value mapped to Service ltem
Account must match an existing
Account in QuickBooks for the
transfer to be successful.

Project Status (Open/

Job Status (Active/Inactive)

Service Item Account
Custom Field

Closed)
Task Name Sub Item Name/Number A mapping to Item Name/Number
Task Code Sub ltem Name/Number is automatically created based on

whether Task Name or Task Code
was selected when defining the
relationship between the two
applications. A mapping to Service
Iltem Account is required for data
transfer to occur. The value
mapped to Service Item Account
must match an existing Account in
QuickBooks for the transfer to be
successful.

Task Description

Sub Item Description

Task Status (Open/Closed)

Sub Item Status (Active/lnactive)

Estimated Hours

Custom Field

Estimated Cost

Custom Field

Estimated Expenses

Custom Field

Task Estimated Hours

Custom Field

Task Estimated Cost

Custom Field

User Defined Field
(Project/Task Category)

Custom Field
Service Item Account

A mapping to Service ltem
Account is required for data
transfer to occur. The value
mapped to Service Item Account
must match an existing Account in
QuickBooks for the transfer to be
successful.

Available Field Mappings
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Available Mappings when Transferring Job/Item Data from QuickBooks to Web TimeSheet

The available field mappings depends on whether or not you are transferring job data or item data, as shown

in the sections that follow.

Available Mappings when Transferring Jobs as Projects and Sub Jobs as Tasks

QuickBooks Field

Web TimeSheet Field

Notes

Job Name

Project Name

This mapping cannot be edited or
removed.

Job Status (Active/Inactive)

Project Status (Open/Closed)

Job Description

Project Description

Sub Job Name

Task Name

This mapping cannot be edited or
removed.

Sub Job Status
(Active/lnactive)

Task Status
(Open/Closed)

Sub Job Description

Task Description

Start Date

Time Entry Start Date
Expense Incur Start Date

Projected End

User Defined Field
(Project/Task Category)
Time Entry End Date
Expense Incur End Date

End Date Time Entry End Date
Expense Incur End Date
Job Status User Defined Field

(Project/Task Category)

Custom Field

User Defined Field
(Project/Task Category)

Available Mappings when Transferring Items as Projects and Sub Items as Tasks

QuickBooks Field

Web TimeSheet Field

Notes

Item Name/Number

Project Name

This mapping cannot be edited or
removed.

Item Description

Project Description

Item Status (Active/lnactive)

Project Status (Open/Closed)

Sub Item Name/Number

Task Name

This mapping cannot be edited or
removed.

Sub Item Description

Task Description

Sub Item Status
(Active/lnactive)

Task Status
(Open/Closed)

Item Rate

Task Estimated Cost
User Defined Field
(Project/Task Category)

Custom Field

User Defined Field
(Project/Task Category)
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Available Mappings when Transferring Time Entry Data from Web TimeSheet to QuickBooks

The field mappings available when using the Time Tracking Wizard depend on the relationship defined be-
tween the two applications, as shown in the sections that follow.

Available Mappings when Projects have been Transferred as Jobs and Tasks as Items

Web TimeSheet Field

QuickBooks Field

Notes

Project Name Job Name A mapping to Job Name is
Class automatically created based on
Project Code Job Name whether Project Name or Project
Class Code was selected when defining

the relationship between the two
applications. The value from the
Web TimeSheet field must match an
existing Job in QuickBooks for the
transfer to be successful.

(Timesheet Hours Type)

Task Name Item Name/Number A mapping to Item Name/Number
Class is automatically created based on
Task Code ltern Name/Number whether Task Name or Task Code
Class was selected when defining the
relationship between the two
applications. The value mapped
must exist as an Item in
QuickBooks for the transfer to be
successful.
Comment Notes
User Defined Field Class
(Timesheet Row Type)
User Defined Field Class

Available Mappings when Projects have been Transferred as Jobs and Tasks as Sub Jobs, with or without

Transferring Roles

Web TimeSheet Field

QuickBooks Field

Notes

Project Name Job Name A mapping to Job Name is
Class automatically created based on
Project Code Job Name whether Project Name or Project
Class Code was selected when defining

the relationship between the two
applications. The value from the
Web TimeSheet field must match an
existing Job in QuickBooks in order
for the transfer to be successful.

Task Name Sub Job Name A mapping to Sub Job Name is
Class automatically created based on

Task Code Sub Job Name whether Task Name or Task Code
Class was selected when defining the

relationship between the two
applications. The value from the
Web TimeSheet field must match an
existing Job in QuickBooks in order
for the transfer to be successful.

Available Field Mappings
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Web TimeSheet Field

QuickBooks Field

Notes

Role Name

Class
Item Name/Number

A mapping to Item Name/Number
is only available if Roles are
transferred as Items. The mapping
is automatically created and the
value from the Web TimeSheet field
must match an existing Item in
QuickBooks for the transfer to be
successful.

Comment

Notes

Role Description

Item Name/Number

The mapping to Item Name/
Number is not available if Roles are
transferred as ltems.

User Defined Field Class
(Timesheet Row Type)
User Defined Field Class

(Timesheet Hours Type)

Web TimeSheet Field

QuickBooks Field

Notes

Project Name Job Name A mapping to Job Name is
Class automatically created based on
Project Code Job Name whether Project Name or Project
Class Code was selected when defining
the relationship between the two
applications. The value from the
Web TimeSheet field must match an
existing Job in QuickBooks for the
transfer to be successful.
Task Name Class
Task Code Class
Role Name Item Name/Number A mapping to Item Name/Number
Class is automatically created. The value
from the Web TimeSheet field must
match an existing Item in
QuickBooks for the transfer to be
successful.
Comment Notes
User Defined Field Class
(Timesheet Row Type)
User Defined Field Class

(Timesheet Hours Type)

Available Mappings when Projects have been Transferred as Jobs and Roles as Items, without Transferring

Available Field Mappings
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Available Mappings when Projects have been Transferred as Items and Tasks as Sub Items

Web TimeSheet Field QuickBooks Field Notes
Project Name Item Name/Number A mapping to Item Name/Number
Class is automatically created based on
Project Code Item Name/Number whether Project Name or Project
Cl Code was selected when defining
ass the relationship between the two
applications. The value from the
Web TimeSheet field must match an
existing Item in QuickBooks for the
transfer to be successful.
Task Name Sub Item Name/Number A mapping to Sub Item Name/
Class Number is automatically created
Task Code Sub Item Name/Number based on whether Task Name or
Class Task Code was selected when
defining the relationship between
the two applications. The value
mapped must exist as an Iltem in
QuickBooks for the transfer to be
successful.
Comment Notes
User Defined Field Class
(Timesheet Row Type)
User Defined Field Class
(Timesheet Hours Type)

Available Mappings when Transferring Expense Entry Data from Web TimeSheet to

QuickBooks

Web TimeSheet Field

QuickBooks Field

Notes

Expense Sheet Description

Vendor Bill Memo

Client

Customer

If this mapping is created, the value
from the Web TimeSheet field must
match an existing Customer in
QuickBooks for the transfer to be
successful.

Client/Project Name

Customer:Job

Client/Project Code

Customer:Job

If a mapping to Customer:Job is
created, the values from the Web
TimeSheet fields must match an
existing Customer:Job
combination in QuickBooks for the
transfer to be successful.

Project Name Class
Project Code Class
Expense Entry Description | Memo

Class

Available Field Mappings
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Web TimeSheet Field

QuickBooks Field

Notes

Expense Type

Account/ltem

User Defined Field
(Expense Category)

Account/ltem
Class

A mapping to Account/ltem is
required. If the expense is marked
as billable, the mapped Web
TimeSheet field will be transferred
to the QuickBooks Item field. If the
expense is non-billable, the
selected Web TimeSheet field will
be transferred to the QuickBooks
Account field. The value mapped
from Web TimeSheet must match
an existing QuickBooks Account
(of type Income or Expense) or
Item, as applicable, for the transfer
to be successful.

Available Field Mappings

50



APPENDIX B

Using the Formulas

Using the Login Name Formula

The Login Name Formula is specified when transferring employees and vendors to Web TimeSheet as new
users. The formula defines how the Login Name of the user is created in Web TimeSheet. You can create
a login name using any combination of the first and last name tags shown below.

[ The tags are case sensitive and must be entered exactly as listed below.

First Name Tags

Tag

Definition

$FInitial

Inserts the initial of the first name as displayed in QuickBooks

$FInitialUpper

Inserts the initial of the first name from QuickBooks in upper case

$FInitialLower

Inserts the initial of the first name from QuickBooks in lower case

$FName Inserts the first name as displayed in QuickBooks
$FNameUpper Inserts the first name from QuickBooks in upper case
$FNamelLower Inserts the first name from QuickBooks in lower case

Last Name Tags

Tag

Definition

$LInitial

Inserts the initial of the last name as displayed in QuickBooks

$LInitialUpper

Inserts the initial of the last name from QuickBooks in upper case

$LInitialLower

Inserts the initial of the last name from QuickBooks in lower case

$LName Inserts the last name as displayed in QuickBooks
$LNameUpper Inserts the last name from QuickBooks in upper case
$LNameLower Inserts the last name from QuickBooks in lower case

Using the Formulas
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Using the Vendor Identifiers Formula

The vendor identifiers formula is used when transferring expense entries from Web TimeSheet to Quick-
Books hills. If the user who entered the expense does not already exist as a vendor in QuickBooks, they will
be automatically created. The formulas are used to create the Vendor Name and Print on Check as values
when the new vendor is created. You can enter any combination of tags in the two fields. One, some, or all
of the tags can be combined in any way, with any additional characters added.

[ Users who enter expense sheets in Web TimeSheet may already be set up as employees in Quick-
Books. To create the vendor bill, the user must exist as a vendor. However, QuickBooks does not al-
low an employee to also be a vendor with the same name. As a result, when creating a formula for the
vendor name, it is recommended that additional text be added to distinguish from the user’'s employee
name. For example, you could append the text - Vendor to the formula, resulting in Doug Brown
- Vendor.

[ The tags are case sensitive and must be entered exactly as listed below.

First Name Tags

Tag Definition

$FInitial Inserts the initial of the first name from Web TimeSheet

$FInitialUpper

Inserts the initial of the first name from Web TimeSheet in upper case

$FInitialLower

Inserts the initial of the first name from Web TimeSheet in lower case

$FName Inserts the first name from Web TimeSheet
$FNameUpper Inserts the first name from Web TimeSheet in upper case
$FNamelLower Inserts the first name from Web TimeSheet in lower case

Last Name Tags

Tag

Definition

$LInitial

Inserts the initial of the last name from Web TimeSheet

$LInitialUpper

Inserts the initial of the last name from Web TimeSheet in upper case

$LInitialLower

Inserts the initial of the last name from Web TimeSheet in lower case

$LName Inserts the last name from Web TimeSheet

$LNameUpper Inserts the last name from Web TimeSheet in upper case

$LNameLower Inserts the last name from Web TimeSheet in lower case
Examples

If the user’s name is Doug Brown, and the Vendor Name field is set to $LName$FInitial and the Print
on Check as field is set to $FName $LNameUpper (Vendor), the text created will be BrownD and Doug
BROWN (Vendor), respectively.
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APPENDIX C

Getting Familiar with Web TimeSheet and QuickBooks
e

A basic familiarity with both Web TimeSheet and QuickBooks will assist you in using the integration module
more effectively. Information on working with both applications is given in the sections below.

Working with Web TimeSheet
Web TimeSheet Terminology

The terminology used in Web TimeSheet for each of the data types is given in the table below.

Data Type Web TimeSheet Term
Employees User

Vendors User

Customers Client

Jobs/Items Project, Task, and/or Role?
Time Tracking Timesheet

Vendor Bills Expense sheet

a. Depending on the relationship defined between the data struc-
tures in the two applications.

About Web TimeSheet Permissions

Web TimeSheet includes the ability to limit access to certain features through the use of “permissions”. Per-
missions define what areas and actions are accessible. Each user can be assigned one or more permis-
sions. If you are unable to access an area within Web TimeSheet, contact your system administrator to have
the appropriate permissions assigned to you.

Accessing Users

To access users in Web TimeSheet:

1. Log into Web TimeSheet as a user with permission to view and edit users.
2. Select Admin from the top menu.
3. Select Users from the side menu.

To view the details of a particular user, select the % icon to the left of the user’'s name.

Accessing Clients

To access clients in Web TimeSheet:

1. Log into Web TimeSheet as a user with permission to view and edit clients.
2. Select Project from the top menu.
3. Select Clients from the side menu.

To view the details of a particular client, select the % icon to the left of the client’'s name.
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Accessing Projects and Tasks

To view the projects available in Web TimeSheet:
1. Loginto Web TimeSheet as a user with permission to view and edit projects.
2. Select Project from the top menu.
3. Select Projects from the side menu.

To view the details of a project, select the ‘ﬁ% icon next to the project’'s name. The tasks within the project

and their hierarchy are shown in the Project Structure section. To access detailed information for the

project or a task within it, select it from the Project Structure section. A dialog box will open, displaying all

of the information related to the item, such as codes, descriptions, start/end dates, and assigned users.

Accessing Roles

To view the roles available in Web TimeSheet:

1. Log into Web TimeSheet as a user with permission to view and edit roles.
2. Select Project from the top menu.
3. Select Roles from the side menu.

To view the details of a role, select the ‘% icon to the left of the role’s name.

Accessing Timesheets

To view previously-entered timesheets in Web TimeSheet:

1. Loginto Web TimeSheet as a user with full permissions for historical timesheets.

2. Select Admin from the top menu.
3. Select Historical Timesheets from the side menu.
4. |If desired, select the criteria to filter the list and select Apply.

To view a specific timesheet, select the icon from the Menu column.

Accessing Expense Sheets

To view previously-entered expense sheets in Web TimeSheet:
1. Log into Web TimeSheet as a user with full permissions for historical expenses.
2. Select Admin from the top menu.
3. Select Historical Expenses from the side menu.
4. |If desired, select the criteria to filter the list and select Apply.

To view a specific expense sheet, select the icon from the Menu column.

Getting Familiar with Web TimeSheet and QuickBooks

54



Working with QuickBooks

QuickBooks Terminology

The terminology used by the integration module closely follows that used by QuickBooks, as shown below.

Data Type QuickBooks Term

Employees Employee

Vendors Vendor

Customers Customer

Jobs/ltems Jobs and Items, Jobs and Sub Jobs, or Items

and Sub Items?

Time Tracking Timesheet

Vendor Bills Bill

a. Depending on the relationship defined between the data struc-
tures in the two applications.

Accessing Employees

To access employees in QuickBooks:
e Select Employee List from the Employees menu in the top toolbar.

To view or edit information for an employee, select the employee and select Edit from the Employee menu
at the bottom of the Employee List window. Alternately, you can double-click on the employee entry.

Accessing Vendors

To access vendors in QuickBooks:

1. Select Vendor Detail Centre from the Vendors menu in the top toolbar.
2. Select the appropriate vendor from the drop-down list provided.

To edit the details of the vendor, select the Edit/More Info link in the Contact Information header.

Accessing Customers

To access customers in QuickBooks:

1. Select Customer Detail Centre from the Customers menu in the top toolbar.
2. Select the appropriate customer from the drop-down list provided.

To edit the details of the customer, select the Edit/More Info link in the Contact Information header.
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Accessing Jobs

Jobs are typically associated with customers and jobs can be created within a job, as a “sub job”. To view
the available jobs and sub jobs in QuickBooks:

e Select Customer:Job List from the Customers menu in the top toolbar.

To view the details of a particular job, select the job and select Edit from the Customer:Job menu at the
bottom of the window. Alternately, you can double-click on the job entry.

Accessing ltems

One item can be created within another, to create a “sub item”. To view the items and sub items available in
QuickBooks:

* Select Item List from the Customers menu in the top toolbar.

To view the details of a particular item, select the item and select Edit from the Item menu at the bottom of
the window. Alternately, you can double-click on the item entry.

Accessing Timesheets

To view and manage timesheets in QuickBooks:
1. Openthe Employees menu and select Time Tracking > Use Weekly Timesheet....
2. Select the name of the employee whose timesheet you wish to view in the Name field.

3. Select a date within the timesheet period using the Set Date... button, or use the Previous and Next
buttons to navigate through the timesheets.

Accessing Bills

To view a bill in QuickBooks:

1. Select Enter Bills from the Vendors menu in the top toolbar.
2. Select the Find button at the top of the window.

3. Select the appropriate values to search against.

4. Select Find.

If there is only one match, the vendor bill will open. If there is more than one match, you will be provided a
list of the matching bills to select from. Double-click to open a bill from the list.

Accessing Invoices

To view an invoice in QuickBooks:
1. Select Create Invoices from the Customers menu in the top toolbar.
2. Select the Find button at the top of the window.
3. Select the appropriate values to search against.
4. Select Find.

If there is only one match, the invoice will open. If there is more than one match, you will be provided a list
of the matching invoices to select from. Double-click to open an invoice from the list.
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APPENDIX D
Operational Limitations

The following operational limitations exist when running Web TimeSheet Billing Integration:

» Before installing the integration module for use with QuickBooks 2006, you must update Quick-
Books with the latest patches. Due to a known issue with QuickBooks, the patches must be
installed in order for the integration module to be able to connect to QuickBooks.

« The integration module must be un-installed if QuickBooks is being un-installed.
« French (Canada) regional settings are not supported in the integration module.
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