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Creating a FactorSoft Import File from QuickBooks

Building a Report in QuickBooks

1. Open QuickBooks

2. Go to the Reports Menu and select Custom Transaction Detail Report

‘window  Help

Report Mavigator
Memotized Reports 3
| Process Multiple Reports

Carpany & Financial
| Customers & Receivables
Sales
Jobs, Time & Mileage
i Yendors & Payables
! Employvees & Payrall
Banking
Accountant & Taxes
Budgets
Lisk
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¥ Custom Summary Repart
Custon Tra Deta

Transackion Hiskary
Transackion Journal

3. From the Modify Report screen, go to the Columns section in the bottom left-hand corner

Modify Report: Custom Transaction DetfSiElC Ty V Howlloll s

Display Filkers HeaderFooter Fonts & Mumbers

Report Date Range

[WEICER This Month-to-dake “ | Fraom the first day of the current month Ehrough today

From |10/01/2005 [&@| To [ 1071372005

Report Basis

Accrua Cas is setting determines how this report calculates income and expenses.
ual sh This setting determi hiow thi t calculates i d
Colurnns
{left margin) # | Total by | Tokal only W
Trans #
+Type
ErteredjLast Modified Sark by | Default A
JLaSt modiicdlby (%) Ascending order &4
Date Sort in i :
Mum (O pescending order 34
adj
P 23, # Put a check mark nesxt to each colurmn
FMarme w | that you wart ko appear in the report,

[ Advanced, ., ” Rewvert ]

oK [ concel  |[  hew ]
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4. Only the following items should be checked....

v'Date
v'"Num
v'"Name

v'Source Name
v’ Amount

5. Go the Filters tab and select Account in the Filter list.

Modify Report: Custom Transaction DetdECERE IR V How Do I?

Display Filters Header [Footer Fonts & Mumnbers
Choose Filker Current Filker Choices
o P Fitor p—
| [all accounts - Date This Month-to-date
EAmounk
iDiate

Remove Selected Filker

Account Filker

Choose the bypes of accounts or a specific account From
the drop-down list. Indicate whether ar not wou want
split detail to appear in the report (Balance Sheet

accounts only).
Tell me more. ..
Revert

[ [o]'4 l ’ Cancel ] ’ Help ]

From the Account drop down list box, select the Account Receivable account from the list
Select Transaction Type from the Filter List

From the Account drop down list box, click on Selected Transaction Type

© ®© N o

Check Invoices and Credit Memo (only check credit memo if you send credit memos to
Chesapeake Bank)

10. Remove Date from the Current Filter Choices Section
11. Click OK

12. You should now be looking at the report.
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13. Click on Hide Header Pushbutton

TiCustom Transaction Detail Report Type a help question Mv How
Modify Report... Memorize... | Print... || E-mail || Export... Hide Header Refresh
Dates | Custom ~ |From | 1040172000 [B] 7o | 10/13/2005 [B]Tatal By | Total only | Sort By |Default v]
Wright Signs
Custom Transaction Detail Report
October 1, 2000 through October 13, 2005
Date + _Hum_ < Hame + Amount “
Oet 1, '00 - Oct 13, 05
P 021752005 st Advartage 275.00 4

08172005 Abhitt Realty 127.80
0872005 AES 441.00
08772005 Airtight Storage 1,933.00
08712005 Allied Pallet 29.40
05712005 Anheuser Busch 1,024.00
0872005 Avvicl Medical 59.85
08772005 Backfin 1,009.36
081752005 Bay Electric 866.25
05712005 Belden Landscapes 180.50
0572005 Berkeley Managem.. 32055
03A7/2005 Berrets Restaurant 189.00

14. Click on the Memorize button

B Memorize Re port f'5_<|

Mame: |FactDrSDFt Transackion Repnrt| |

|:| Save in Memarized Report Group: | |

[ Ok l [ Cancel ]

15. Enter the name of the report “FactorSoft Transaction Report”
16. Click OK
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Exporting the Report from QuickBooks
After running the custom report for that day
1. Click on the Export button

IiCustom Transaction Detail Report

[ Modify Repart. .. ] [ Memorize. .. ][ Print. .. m Header [ Refresh ]
Dates |F\II b |Frc-m B |Total By | Total only | Sort By |Defz
Date < Hum  + Hame + Amount k3
0&M 712005 15t Advantade 275.00
051 7r2005 Abhitt Realty 127 .90
0&M 712005 AES 441.00
N&M Fenns Lirticikt Sterane 1.9720n

2. From the Export window, select “a new Excel workbook”

3. Make sure “Include a new worksheet in the workbook that explains Excel worksheet
linking” is UNCHECKED

4. Click OK

B N TvPe & help question V How Do I? r)_(l

J Basic | Advanced |

Export QuickBooks repart to:
) a comma separated values {.csv) file

") an existing Excel workbook,

| | Browse, ..

use an exisking sheet in the workbook,

create a new sheet in the workboolk

0 Include a new worksheet in the workbook that explains Excel
warksheet linking

Export ] [ Cancel ] [ Help
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Export ReporiiiiZ hielp question Ask-‘v How Do I? §|

Basic Advanced

Preserve the Following QuickBooks report Formatting options:

; [] space between columns

Colors R height

Turn on the Following Excel Features For this report:
AukaFit {set calumn width ba display all daka)
Freeze panes (keep headers and labels visible)
Show Gridines
] auto outline (allows callapsing | expanding)
] Auta Filkering {allows custom data Filkering)

Printing options
(%) Send header to Page Setup in Excel
{7 send header ko screen in Excel

Repeat row labels on each page

I Export ] [ Cancel ] [ Help

Go to the ADVANCED tab and UNCHECK the Space Between Columns checkbox

Now save the Excel file to a location on your hard drive or server
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Checking The Memorized Report in QuickBooks

1. Open QuickBooks
2. Go to the Reports menu - Memorized Reports - FactorSoft Transaction Report

EETRREN Window  Help
Report Mavigator |
Memotized Reports Memarized Report List
| Pracess Mulkiple Repaorks

Cuskom Transaction Detail Report:
Company & Financial » Cuskom Transaction Detail Report-*kim
‘ Customers & Receivables FactorSoft Transaction Report

Salra 3 Tramzactinm ick b Maka-kin

3. Click on the Modify button

Modify Report: FactorSoft Transaction HECEENG IR ' LiowDollZ

Display | Filters HeaderfFooter Fonts & Mumbers

Feport Date Range

Dakes w | il dates in your company File

From | [E] 10 | [=]

Report Basis

®) Accrual () Cash This setting determines how this report calculates income and expenses.
Caluring

(left margin) # | Tatal by |Total only hd |

Trans # =

Type .

Entered]Last Modified Sork by |DEF‘3UIt ~ |
JLast modified by ® nscending order 83

Date Sark in ) =
¥ Hurm () Descending order 54

adj

P 23 # Put & check mark next to each column

- that you want to appear in the repart.
Hame LS b R P [ Advanced. .. ] [ Revert ]
o] l ’ Cancel ] ’ Help ]

4. Only the following items should be checked....

v'Date
v'"Num
v'"Name

v'Source Name
v’ Amount
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5. The Export File should look similar to this sample:

Bl Book1 -kim.xls

200.00

A =] € B] E F

1 Date Hum Hame Source Hame Amount
L Feb 1, "05 - Feb 2, 06
i 0172452006 '1' Joes Crab Shack Joes252 75.00
i 012402006 '1'23 Henty's Hardweare Hhardwware 125.00
i Feb 1, "05 - Feb 2, 06
| B |

r
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