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Overview

What It Does

The QuickBooks® Add-On adds to ProductCart the ability to export order information in an organized,
time-saving manner to the popular accounting package published by Intuit. For more information about
QuickBooks, visit: http://quickbooks.intuit.com/

By allowing you to import the Chart of Accounts, Item List and Customer List from your QuickBooks
company file, the QuickBooks Add-on can help you synchronize product and customer information
between your online store and your accounting package, thus ensuring that order data is correctly assigned
to the proper accounts when exported from ProductCart and imported into QuickBooks.

When designing this Add-on, Farly Impact took into account a variety of scenarios based on whether you
have a new or existing ProductCart store, and a new or existing QuickBooks company file. Depending on
your scenario, a recommended setup procedure will be presented.

What It Doesn’t Do

At Early Impact we believe that it is very important to set the right expectations from the first moment
someone starts using one of our software products. This is exactly the purpose of this section, which is
meant to clarify the fact that the QuickBooks® Add-On does not automatically synchronize your
QuickBooks company file with your online store.

Specifically, please note that...

¢ You will have to manually synchronize customer accounts, when and if needed.
If you want an order placed by customer XY to be assigned to customer XYZ in your
QuickBooks company file, you will have to manually map these two customer accounts.
Although this can very easily be done with the QuickBooks Add-on, you should note that this
task is manually performed for each account. Therefore, it can be time consuming if the number
of customer accounts that need to be synchronized is high.

However, in most cases this task will not be necessary. Most companies do not maintain different
customer accounts in their QuickBooks company file for orders placed over the Internet, just like
a retail store does not normally keep a separate customer account in their accounting file for each
walk-in customer, but rather assigns those sales to a generic account (e.g. “Store Sales”)..

If there are customers that you track individually in your accounting file (e.g. resellers, distributors,
preferred customers, etc.), then you can map those customers to corresponding accounts in your
ProductCart database (if they exist and if those customer buy online), and assign any other
customer to a generic customer account. This can make this task much quicker to complete. You

will learn more about importing and synchronizing customers later in this User Guide.

¢ You may have to manually synchronize product accounts.
Let’s assume your store database contains 100 products and that your QuickBooks’ I#en List
contains 200 items (i.e. not all of your products and services are sold online). How can you make
sure that product information contained in orders that are exported from ProductCart into
QuickBooks will match the corresponding items in your Izenz Lis# You have three options:

O Map Individual Products. The QuickBooks Add-on Setup Wizard will guide you
through a series of steps during which you will import your Ifen List into ProductCart.
After importing your Izens List, you will be able to map individual items to individual
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products in your ProductCart store. Although time consuming, this is certainly a way to
make sure that products and items are correctly synchronized.

O Auto-Map Products. When you import your Izer List into ProductCart, the system will
try to automatically find matches for the imported items. ProductCart will compare the
QuickBooks’ Description field for each of the imported items with the name of each of the
products that are already in your store database. If it finds a match, it will map that item to
the corresponding product for you.

Note that if you export products from ProductCart to QuickBooks to create a new Izem
List (i.e. this is a new QuickBooks company file and so the Izenz List is empty), when you
import the Iten List back into ProductCart, all products will be automatically mapped as
their names will match by definition. This is definitely the recommended course of action
if you don’t currently have product information stored in your QuickBooks company file.
You can at once populate the I7ez Iist and map all the items to the products stored in
your ProductCart database.

O No (or Partial) Product Mappings. Assume you import your Izenz List into ProductCart
and the auto mapping feature does not find any matches (or only a few matches). As
mentioned above, you can decide to individually map the remaining products, which
ensures that when orders are exported to ProductCart, each product will be correctly
matched to the corresponding item in the Ifenz List when creating invoices or sales
receipts.

However, if you are dealing with a large number of products, manually mapping each of
them may be too time consuming. In this scenario, ProductCart will ask you to assign all
of these products to an income account from your imported Chart of Accounts. When these
products are exported to QuickBooks as part of an order, they will be matched to existing
items. If no match is found, a new item will be created. The new item will be assigned to
the income account mentioned above.

You will have to manually export orders, whenever you wish to do so.

When new orders are placed on your store, they will not be automatically exported to your
QuickBooks company file. In other words, the QuickBooks Add-on does not create a “live” link
between your store and your accounting software. However, once the QuickBooks Add-on has
been setup and you have become familiar with it, exporting the latest orders from ProductCart
into QuickBooks will only take a few moments.

Glossary

Please note the following definitions:

Products: The products and services that you are selling on your ProductCart-powered Internet
store and that have been added to the ProductCart database.

Items: The products and services listed in your QuickBooks e List.

Miscellaneous Items: Other miscellaneous entries listed in your QuickBooks I#enz List that are
relevant to orders exported from ProductCart. For example: shipping and handling charges,
payment fees, discounts, etc.

Accounts: Entries in your QuickBooks Chart of Acconnts.
Customers: Customer information stored in your ProductCart database.

Customer Accounts: Customer information stored in your QuickBooks company file.
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System Requirements
In order to install the QuickBooks Add-On, your store must be running ProductCart.

Although we always recommend that you are running the latest version of ProductCart, the QuickBooks
Add-on will work with earlier versions of our shopping cart software. We recommend that you are
running ProductCart v2.5 and above.

Thanks to the fact that this Add-on does not overwrite any files in your store, there will be no file conflicts
when you install the QuickBooks Add-on. Therefore, you do not have to worry about modifications that
might have been made to your installation of ProductCart.

License Terms

A license to use the ProductCart QuickBooks Add-On can be purchased from the Eatly Impact software
store. The QuickBooks Add-on is licensed on a per-store basis: each implementation of the QuickBooks
Add-on requires a previous or concurrent purchase of a ProductCart license. Each license is granted
according to the terms of the ProductCart End User License Agreement, which can be found in Chapter
1 of the ProductCart User Guide.

Source Code Editing Rights

You have the rights to make changes to ProductCart’s source code within the terms of the End User
License Agreement, which can be found in Chapter 1 of the ProductCart User Guide.

About Early Impact

Early Impact is a software development company focused on delivering powerful, yet user-friendly
electronic commerce applications to small- and medium-sized businesses. Fatly Impact’s goal is to build
unique, cutting-edge e-commerce software that allows businesses to effectively use the Internet as a sales
channel for their products and services.

Founded in 2001, Early Impact is a Limited Liability Corporation (LLC), privately owned and
headquartered in San Francisco, California. For more information, please visit the company’s Web site
located at: http://www.eatlyimpact.com

Copyright Information
Copyright © 2001-2005 Early Impact, LLC. All rights reserved.
ProductCart® is a registered mark of Eatly Impact, LLC.

ProductCart, its source code and graphical interface, the ProductCart logo, this document, Farly Impact,
the Early Impact logo are property of Early Impact, LLC and are protected by US and International
copyright laws.

Except as permitted under the Copyright Act of 1976, no part of this document may be reproduced or
distributed in any form or by any means, or stored in a database or retrieval system, without the prior
written permission of Farly Impact, LLC.
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Step 1 - Configuring QuickBooks

Overview

Before you can start using the QuickBooks Add-on and successfully import orders from your
ProductCart-powered store into QuickBooks, there are a few steps that need to be taken to make sure
that data exported from ProductCart will find a proper match. Please carefully review the following
paragraphs. You will be asked to confirm that certain items exist in your QuickBooks Izenz List, or create
new ones.

If you are new to QuickBooks and have not yet setup your company file, that’s where you need to start.
So let’s begin with a few instructions on how to do so. If you have been using QuickBooks, you don’t
need to create a new company and you can skip the next section.

Note that this User Guide was written using QuickBooks Pro 2004 as a reference. Menu items and feature
names used in this document may be different in earlier or more recent version of QuickBooks. We
apologize for the inconvenience that this may create.

Creating a New Company

To create a new company file in QuickBooks, start the application and click on Create a New Company.
QuickBooks” EasyStep Interview will take you through several, intuitive screens in which you will be asked to
provide general company information. Simply follow the instructions on the screen as you fill out
information about your company’s name, address, basic tax information, and more.

Here are a few things to note as you answer questions during the EasySep interview:

o Select type of business — Unless one of the selections from the list is a direct match to your
particular business, we recommend that you select: Rezail: General. After this step,
QuickBooks will create your company’s data file.

o Income and Expense Acconnts. Y ou will be presented a predefined list of income and expense
accounts, which is partially based on the type of business that you chose in the previous step.
If you are unsure which accounts you will need or not need, then accept the default settings.
You can always add, edit or remove accounts at a later time.

®  Preferences. When going through the third section of the EasyStep interview, please note the
following:

O  Sales Tax. Select Yes. The sales tax option must be turned on in QuickBooks before
importing orders from ProductCart, even if you do not collect sales tax in your
business.

O Sales Tax Information
= Single or multiple sales tax. In most cases, you’ll select the first option.
= Ewnter a short name for the sales tax. E.g. “State Tax”.
®  Enter a sales tax description to be printed on invoices. E.g. “Sales Tax”
= Enter the name of the government agency to which you pay sales tax. E.g. “State Board
of Equalization”

Complete the rest of the interview by following the instructions on the screen. When you are done, skip
the next section and go to the section entitled Adding Necessary Items to the QuickBooks Item List.

ProductCart — QuickBooks Add-on User Guide - Page 6 of 31 - Copyright © 2001-2005 Early Impact LLC — All Rights Reserved.



Editing an Existing Company

If you have just created a new company file, skip this section. If you are using an existing company file,
note that even if you don’t charge sales taxes, your company file has to be setup to allow for sales taxes.
To check that this is the case, open your QuickBooks company and select Preferences from the Edit menu.
From the left-side navigation, select Saes Tax. On the window that appears, click on the Company Preferences
tab. Look at the following settings:

® Do You Charge Sales Tax?. Select Yes. The sales tax option must be turned on in QuickBooks
before importing orders from ProductCart, even if you do not collect sales tax in your
business.

o  Sales Tax Items. Make sure you have at list one item listed in the drop-down menu (e.g. “Sales

bbl
Tax”).
r My Preferences Company Preferences
7
Reeports & Do You Charge Sales Tax? O Sales Tax
Graphs @ fag O uo s of invoice date
@ i - ® {#ccrual Basis)
‘ O Upon receipt of payment
CS;E;S}S Defaulk Sales Tax Codes (Cash Bask)
fozedle flex b Fay Sales Tax Also See:
MNon-Taxable Mon ~ &) Monthly General
Sales tax codes allow vou to track, O Quarterly
why sales are either taxable or © gnnual
non-taxable. = 4
Set Up Sales Tax Items
Most common sales bax | Sales Tax v
Service Matk taxable amounts with "T" when printing

Connection

K

Sek up a sales tax item For each rate that you colleck For a sales bax authority,

2 If you are required to collect sales tax For multiple autharities, set up a sales
Spelling tax group to combine the sales tax items For proper tracking.
v

Adding Necessary Items to the QuickBooks Item List

The next step is to review your existing I7ezz I ist to make sure that a number of required items are listed. It
is important to set up the following items in QuickBooks prior to using the ProductCart QuickBooks
Add-On. This is true regardless of whether you just created a brand-new company file or are using an
existing company file.

Carefully review each of the following items. Your QuickBooks company file must contain a separate item
for each of the following. All of these items must belong to income accounts in your Chart of Accounts. 1f
any of the following do not exist in your QuickBooks company file, add them now.

The actual item names (I#enz Name/ Number field) can be different from the ones listed below, but the e
Type must be the one specified, and the Awount must always be an income account.

Shipping Charges

Does you company file already have an Ifen in the Izens List that is used for shipping or delivery
charges? If yes, make sure that it has the properties listed below, and then skip to the next item. If
no, add it now by following these instructions:

e Sclect Ifem from the Icon Bar or Izem List from the Lists menu.

e Click on the I#enz button at the bottom of the page and select New.
o As the Item Type, select: “Other Charge”.

o As the Item name/ Number, enter “Shipping Chatrges”.

e As the Description you may enter anything you wish.
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e Leave the Amount field set to 0.

e Under Tax Code, specify whether this item is taxable or not. Shipping charges are often non-
taxable.

e As the Acount, make sure to select an income account. For example, by default QuickBooks
creates an account named Sales: Shipping and Handling. 1f this account doesn’t exist, either use
another income account or add it to your Chart of Accounts by selecting <Add New> from the
Account drop-down on the New Iterz window.

Handling Fees

Does you company file already have an Ife in the Izens List that is used for handling fees? If yes,
make sure that it has the properties listed below and then skip to the next item. If no, add it now by
following these instructions. As you know, in ProductCart handling fees can be calculated separately
from shipping charges, and therefore you need a separate account in your QuickBooks company file.

e Sclect Ifem from the Icon Bar or Izem List from the Lists menu.

e Click on the I#em button at the bottom of the page and select New.

e As the Item Type, select: “Other Charge”.

o As the Ifems name/ Number, enter “Handling Fees”.

e As the Description you may enter anything you wish.

e Leave the Amount field set to 0.

e Under Tax Code, specify whether this item is taxable or not. Handling fees are typically taxed.

e As the Acount, make sure to select an income account. For example, by default QuickBooks
creates an account named Sales: Shipping and Handling. 1f this account doesn’t exist, either use
another income account or add it to your Chart of Accounts by selecting <Add New> from the
Acconnt drop-down on the New Itenz window.

Rewards Points

Does you company file already have an Ifen in the Items List that is used for Reward Points (which
might be named differently in your store)? If yes, make sure that it has the properties listed below
and then skip to the next item. If no, add it now by following these instructions:

e Sclect Ite from the Icon Bar or Ifem List from the Lists menu.

e Click on the Ize button at the bottom of the page and select New.

e As the Item Type, select: “Discount”.

o As the Item name/ Number, enter “Reward Points” or the name you use for Reward Points on
your online store.

e As the Description you may enter anything you wish.

o Leave the Amount field set to 0.

e As the Acount, make sure to select an income account. For example, by default QuickBooks
creates an account named Sales: Discounts Given (or Sales Discounts and Allowances). 1f this
account doesn’t exist, either use another income account or add it to your Chart of Accounts
by selecting <Add New> from the Account drop-down on the New Iferz window.

e Under Tax Code, enter Tax as the discount is given before tax.

Discounts/Gift Certificates

Does you company file already have an Ifew in the Item List that is used for discounts and/or gift
certificates? If yes, make sure that it has the properties listed below and then skip to the next item. If
no, add it now by following these instructions:

e Select Iterr from the Icon Bar or Item List from the Lists menu.
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Click on the I7em button at the bottom of the page and select Nexw.
As the Item Type, select: “Discount”.

As the Itens name/ Number, enter “Discounts/Gift Certificates”.

As the Description you may enter anything you wish.

Leave the Amount field set to 0.

As the Acconnt, make sure to select an income account. For example, by default QuickBooks
creates an account named Sales: Discounts Given (or Sales Discounts and Allowances). 1f this
account doesn’t exist, either use another income account or add it to your Chart of Accounts
by selecting <Add New> from the Account drop-down on the New Iferz window.

Under Tax Code, enter Tax as the discount is given before tax.

Payment/Processing Fees

Does you company file already have an Ifem in the Item List that is used for payment and/or
processing fees? If yes, make sure that it has the properties listed below and then skip to the next
item. If no, add it now by following these instructions:

Select Ien from the Icon Bar or Izem List from the Lists menu.

Click on the I#ezz button at the bottom of the page and select Nexw.

As the Item Type, select: “Other Charge”.

As the Item name/ Number, enter “Payment/Processing Fees”.

As the Description you may enter anything you wish.

Leave the Amount field set to 0.

Under Tax Code, specify whether this item is taxable or not. Payment fees are typically taxed.

As the Acconnt, make sure to select an income account. For example, by default QuickBooks
creates an account named O#her Income. Of course, you could separately create a new income
account called “Payment and Processing Fees” or alike and reassign this item to it.
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Step 2 - Installation

Transferring the files to your Web server

Installing the ProductCart QuickBooks Add-on is very easy. The following assumes that you have
installed and activated ProductCart on your Web server. If you haven’t done so, perform the ProductCart
installation as described in the ProductCart User Guide, and then continue with the instructions below.

Download the latest copy of the ProductCart QuickBooks Add-on from the Early Impact Web site. A
link to the file will be provided by Early Impact as soon as your purchase is determined to be legitimate.
Due to the high rate of fraudulent orders that a software company like Early Impact receives, we have to
personally verify each order. Typically this takes less than an hour, but it may take longer during a
weekend or on a holiday

If you purchased the software from an Early Impact reseller, you should have been provided a download
link by the reseller, or the reseller may perform the installation for you.

All ProductCart QuickBooks Add-on files are contained in a compressed (*.zip) file. Download and
“unzip” the file on your local computer using your favorite unzip utility. If you don’t have an unzip utility,
you can download a popular one at the following address: http://www.winzip.com/

Once you have unzipped the file you will notice that it contains two folders: one called Standard or Parent
Paths Enabled, the other one called Parent Path Disabled. They both contain a subfolder called ProductCart.
The ProductCart folder contains all the files that you need to upload to your Web server to add the
QuickBooks Add-on’s features to ProductCart. You will use one ProductCart folder or the other depending
on whether you are using the Parent Paths Enabled (more likely) or Disabled (less likely) version of
ProductCart.

For more information about running ProductCart on a server with Parent Paths disabled, please refer to
Appendix H of the ProductCart User Guide

The producteart folder contains one subfolder, called peadpzin. This means that all the files that are part of the
QuickBooks Add-on have to be uploaded to your administration folder, which by default is called peadnzin,
but that you have very likely renamed following our security recommendations. If you have not renamed
the peadmin folder, this is certainly a good time to do so as renaming the folder makes it impossible for a
hacker to locate your Control Panel login page, thus reducing the chances that an authorized user would
try to access your Control Panel. For more information on performing this task, please refer to the
ProductCart User Guide.

Use your favorite FIP program to upload all the files to the peaadmin folder (again, this folder has very
likely been renamed with a unique name in your ProductCart installation). You will be uploading 25 files
(this number may have changed slightly in your version of the QuickBooks Add-on) and two new folders
used to store data that is imported from QuickBooks (gbk_import folder) or exported from ProductCart
(qbk_export folder). None of these files will overwrite any of the existing files. Therefore, you can install
the QuickBooks Add-on without having to worry about possibly overwriting files that have been
customized in your installation of ProductCart.

Technical Note: All QuickBooks Add-on files start with the prefix “QBK_", which makes them easily
recognizable.

When you are done transferring all the files and folders, log into the Control Panel and update the store
database as explained in the next section.
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Updating the database

Once all the files have been transferred to the Web server, the first step you need to take is to update the
store database. You MUST update the database immediately after uploading the files, or errors will occur
in the Control Panel when you attempt to use the QuickBooks Add-on.

To update the database, go to the following page, where “www.myStore.com” is the domain name of
your store and “pcadmin” is the name of your admin folder.

http://mww.myStore.com/productcart/pcadmin/QBK_DBUPD.asp

As mentioned earlier in this chapter, this folder has very likely been renamed with a unique name in your
installation of ProductCart. If the “productcart” directory is not in the root, adjust the file path
accordingly. If you are using ProductCart v2.75 and above, you might have also renamed the
“productcart” folder. If that is the case, adjust the path to the file accordingly.

When the QBK_DBUPD.asp page is loaded in your browser, the window shown below will be displayed.

2 ProduciCart shopping cart software - Control Panel - Microsoft Internet Explorer =13
File Edt View Favorkes Toolks Help "
-~
ProductCart - QuickBooks Add-on - Database Update Start Page - Help

You are about to update the store database. Please read the following carefully before proceeding:

Database Backup. Although we have tested this update scriptin a variety of environments, there is always the
possibility of something going wrong. Make sure to backup vour database prior to executing this update

o Ifyou are using an Access datahase, simply download a copy of the database to your local system

e Ifyou are using a SQL database, depending on how the database has been setup, you may be able to
either perform the backup yourself or have your 'Web hosting company do it for you (Mote: your SQL
database iz likely being automatically backed up every day).

[ Update ProductCart MS Access Database 1

[ Update ProductCart S0L Server Database |

Select the database type and execute the update. At the end of the update procedure, you will see a
confirmation screen indicating that the update was successful. You can now log back into the Control
Panel and start using the QuickBooks Add-on.

If you receive an error message, make sure that the database file has read/write permissions assigned to
the Internet user. If this is not the issue, please submit a support request.

Note that since the QuickBooks Add-on does not overwrite any existing ProductCart file. ..

e There is no way for ProductCart to know that the QuickBooks Add-on files have been uploaded
to the server, and therefore when you log into the Control Panel after uploading the files you will
not be automatically redirected to the database update page. You will have to manually enter the
URL in the browser address field to load the page and initiate the database update.

e  Your ProductCart store version number will not be modified.

¢ Your ProductCart navigation will not include a link to the QuickBooks Add-on. To load the
QuickBooks Add-on, go to the following page (and add it to the Favorites links in your browser),
where “www.myStore.com” is the domain name of your store and “pcadmin” is the name of your
admin folder. http:/Mmww.myStore.com/productcart/pcadmin/QBK_Default.asp

Technical note: None of the existing database tables are altered. New tables are added to the store
database. All of the tables begin with the prefix OBK_. If for any reason you want to remove the current
installation of the QuickBooks Add-on and restart the installation completely from scratch, you can delete
all the tables that begin with the OBK_ prefix. All data related to the QuickBooks Add-on will be lost.
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Step 3 - Importing or Exporting Products

Choose Your Scenario

Now that you have installed the QuickBooks Add-on, load the following page in your browser:
http://mww.myStore.com/productcart/pcadmin/QBK _Default.asp

2l ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer E@E|
I
0y

File Edt Yew Favorites Tools Help

QuickBooks Add-on Start Page :: Help

Welcome to the ProductCart QuickBooks Add-on - Setup

You rmust review the QuickBooks Add-on User Guide hefare using this software. If you have not already done so,
please review the section entitled "Step 1 - Configuring QuickBeoks". Once you have read this section and made the
necessary adjustments to your QuickBooks file, return to this page.

Cansider the following four scenarios and selectthe one that more closely matches your current setup:

© Mew QuickBonks file & New ProductCart store

You have a new ProductCart store (you have just setup ProductCant and have notyet added any
products to the store) and a new QuickBooks company file. Select this option and click on the
Continue button

@ Mew QuickBooks file & Existing ProdustCart stare

“You have already added praducts to your ProductCart store, but your GuickBooks company file is new.
You will be able to take those products and guickly add them to QuickBooks as ftems in the fems List
Selectthis option and click an the Condinue hutton.

O Bxisting QuickBooks file & Mew ProduciCart store

Ifyou have an established company file in QuickBooks, then your flem Lisi probably containg a
number ofitems (i.e. products and services that you are selling). Ifyou want to, you can use this list as
a starting pointto creste a3 spreadsheet that can be used to import product information into
ProductCan. Selectthis option and click on the Continue button

© Bisting QuickBooks file & Existing ProductCart store

“You have heen using both ProductCart and QuickBooks for a while, o your store database containg
product infarmation, and your QuickBooks ftem List contains a number of items. ITthis is the case,
gelert this option and click on the Continue button

Continue ==

You will be shown the following four scenarios. Choose the one that more closely matches your situation:

1.

New QuickBooks file. New ProductCart store.
If your online store is new (you have just setup ProductCart and have not yet added any products
to the store) and your QuickBooks company file is new, skip this section and go directly to Step 4.

New QuickBooks file. Existing ProductCart store.

If you have already added products to your store, but your QuickBooks company file is new or
you have not yet added items to its I#en List, then you can take the products that are stored in
your ProductCart database and quickly add them to QuickBooks as I#ews in the Ifens List. This can
not only speed up the setup of your QuickBooks file, but also facilitate the export of orders from
ProductCart into QuickBooks. If this is your situation, continue onto the next section.

Existing QuickBooks file. New ProductCart store.

If you have been using QuickBooks, then your Ifen List probably contains a number of items,
including the products and services that you are selling. You can export your Ifenz List to create a
spreadsheet that can be used to import product information into ProductCart using the
ProductCart Import Wizard. Learn more about how to accomplish this by reading the section
entitled Importing Products from QuickBooks into ProductCart.

Existing QuickBooks file. Existing ProductCart store.
Both your ProductCart store and your QuickBooks company file already contain product
information. If this is the case, go directly to the QuickBooks Add-on Setup Wizard.
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Importing Products from ProductCart into QuickBooks

Read this section if you have already added products to your ProductCart store, and you wish to use that
information to populate your QuickBooks Izen I ist.

Once you are done with the initial setup of your new company file in QuickBooks, you can quickly add
Itemss (i.e. the products and services you sell on your online store) to your QuickBooks™ Irenz List by
exporting product information from ProductCart.

To do so, follow these instructions:

e Load the QuickBooks Add-on start page by entering the following URL in the browser address
field, where “www.myStore.com” is the domain name of your store and “pcadmin” is the name
of your admin folder (which has likely been renamed). Add this URL to your browser’s Favorites
so you can quickly locate it on your next visit.

http:/mww.myStore.com/productcart/pcadmin/QBK _Default.asp

e Sclect the second scenario and the following window will appear.

A ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer

 File Edt View Favortes Tools Help o
~
Quickbooks Add-on - Export Products Start Page = Help
Export products from ProductCart into QuickBooks
When you import the products into your accounting file, for each product in your store database QuickBooks will
create an ftem and add it to the ffem List The following two properties will apply to all items created during the import
procedure. You can later edit any of them directly in QuickBooks.
tem Type: Indicate the type of itern that vou wish to assign your products to. See the QuickBooks Add-on User Guide
for details.
Imventory part b
Income Account: The newly created iters will be assigned to the income account yvou specify here. The incame
accounts that are most frequently used for products and services, and that QuickBooks creates by default when you
create a new company, are "Sales:Merchandise” and "Sales:Service". MNote that a colon separates the sub-account
{"Merchandise") from the main account ('Sales")
Sales:Merchandise

e Here is a description of the fields shown on the page:

0 Item Type. When you create an I7enz in QuickBooks, the first thing you have to
specify is the “type” of item that you are creating. QuickBooks provides different
types of items to help you fill out sales and purchase forms. Different properties are
associated with different item types. Only 3 of the 12 types that QuickBooks
supportts are relevant here. These are the Izenz Thpes that your products and services
can be assigned to.

= Service. Services you sell. Examples include specialized labor, consulting
hours, and professional fees.

* Inventory part. Goods you sell and for which you track inventory. Examples
include any product you buy and resell.

* Non-inventory part. Goods you sell, but for which you don’t track inventory.
Examples include products that you don’t buy (e.g. software you designed).

O Income Account. The newly created items will be assigned to the income account
you specify. The income accounts that are most frequently used for products and
services, and that QuickBooks creates by default when you create a new company,
are "Sales:Merchandise" and "Sales:Service". Note that a colon separates the sub-
account ("Merchandise") from the main account ("Sales").
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e Note that if a product is set up as Non Taxable in ProductCart, the Izem created in
QuickBooks will also be a non taxable item. The Tax Code tield in the Edit Itens window will
show the value “Non” (which is the default value for non-taxable items — you might have
changed this value in your QuickBooks company file).

e Click on the Submit button to continue. ProductCart will create a *.1IF file that you can
download to your computer and import into QuickBooks.

2} ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer

: File Edit Miew Favorkes Tools Help -

Quickbooks Add-on - Export Products Start Page = Help
Export products from ProductCart into OuickBooks
é You have successfully exparted your products to the file "gbitems i, which

can be imported into your QuickBooks company file. Make sure you backup your
existing company file hefore proceeding with the impart

Download your file.

A4
=]

To ensure that your file downloads correctly, right click on the icon above and
choose "Save Target As..." from your menu. If yaur file is not downloaded and
you receive a 404 file not found error, you will need to download your file via FTP.

Return to the QuickBooks Add-on start pane

e If you are running the 2004 version of QuickBooks, before proceeding make sure to update

the software to the latest version using the built-in update feature. To do so, select File >
Update QuickBooks > Update Now. DO NOT import items or orders into QuickBooks unless
you are running the latest version of QuickBooks 2004. This is important because a known
bug that affected the import of items in earlier versions of QuickBooks 2004 would cause
your product information not to be correctly imported.

e Always back up your QuickBooks company file before importing any *.11F file, as this step
cannot be undone.

e You can now proceed with the import. Open your QuickBooks company file, and select Firle
> Import > 1IF Files. .. Locate the *.IIF you exported from ProductCart and click Oper.

e You should see all of your imported products and services in your Izes List. You can now
return to ProductCart and proceed with the QuickBooks Add-on Setup Wizard (first time
use) or continue using the Add-on.

Importing Products from QuickBooks into ProductCart

If you have an extensive Iz List in your QuickBooks company file and you are just getting started using
ProductCart, there are steps you can take to speed up the process of adding products and services to your
online store database by using the information that you have already entered in QuickBooks.

ProductCart includes a feature-rich Import Wizard that allows you to enter all kinds of product and
category information into your store database in just a few clicks. For more information about using the
Import Wizard, make sure to consult the ProductCart User Guide: there is a section entirely dedicated to
importing products into your store using the Import Wizard.

The steps to importing product information from QuickBooks into ProductCart are as follows:

e  Open your QuickBooks company file, then select Reporss > List > Item Listing
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e QuickBooks will create a report that lists all the items from your Ize List. Click on the Modify
Report button to show additional information (co/umns) or hide fields that are currently shown.

e When you are done, select Export > A new Excel Workbook. 1f your version of QuickBooks does
not support exporting directly to Microsoft Excel, then export to a comma separated file, which
can then be easily imported into Excel.

e Unfortunately, the Excel spreadsheet that will be created is not in a format that is immediately
compatible with the ProductCart Import Wizard. Y ou will need to remove empty columns, remove
rows other than those containing item information or the column headers, and more. Refer to the
ProductCart User Guide for detailed information on formatting an Excel spreadsheet for use with
the ProductCart Import Wizard.
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Step 4 - Running the Setup Wizard

Overview

Before you start the QuickBooks Add-on Setup Wizard, make sure you have done the following:

1. You have added the necessary items to the QuickBooks I#e List as described in Step 1 of this
User Guide. It’s important that you take this step before starting the Wizard.

2. You have added product information to both your ProductCart store (i.e. the store database
contains products) and/ot your QuickBooks company file (i.e. the I7en List contains items). This
is important if you wish to synchronize product information between QuickBooks and
ProductCatt.

This Setup Wizard will take you through the following steps:

1. Import customers from QuickBooks into ProductCart
You can import customer information from QuickBooks to ProductCatt, if any. You can then
synchronize some or all of the imported customer accounts with customers that already exist in
your store database. If you do this, when you export orders from ProductCart to QuickBooks
customer accounts will be correctly recognized and sales will be assigned to the corresponding
customers. Some businesses use a generic customer account in QuickBooks for all or most of
their online orders (e.g. "Online Sales"). If that is the case, you can setup ProductCart to
accommodate this scenario.

2. Import your QuickBooks "Chart of Accounts' & "Item List"
This information will then be used to map products and miscellaneous items.

3. Synchronize products
You will be able to map all or some of your products to items imported from the Ienz List.

4. Synchronize other items
Finally, you will be able to synchronize miscellaneous invoice line items such as shipping charges,
handling fees, discounts, etc. so that they are assigned to the correct accounts in QuickBooks.

Importing & Synchronizing Customers

The QuickBooks Add-on contains a feature that allows you to synchronize customer accounts that exist
both in your QuickBooks company file and in your store database. When a customer account is
synchronized, all orders placed by that customer atre assigned to the corresponding customer account in
QuickBooks when those orders are exported from ProductCart.

You can map or synchronize customer accounts at any time. You don’t have to map them (or map them
all) during the initial Setup Wizard. If one or more customer accounts are not mapped to their
corresponding accounts in your QuickBooks file, you will be asked to define a generic customer account
that orders placed by those customer will be assigned to.

If you have customer accounts setup in QuickBooks and you also have customer accounts in your online
store, then we recommend that you import them into ProductCart. If you don't have any customer
accounts in your QuickBooks file, or if you only use a generic customer account (e.g. "Online Sales") for
all your Internet orders, then choose not to import them at this time.

If you choose to Import customer acconnts from QuickBooks, you will first need to export this information from
QuickBooks. To do so, follow these instructions:



1. From the Fif menu, choose Open Company. Select the correct company and click OK.

2. From the File menu, click Utiities, and choose Export. [ X
If you are using QuickBooks 2004, simply choose Select the Ists that you would ke to export.
Export from the File menu, and then choose Lists to IIF F"a't R Sl‘ﬁm st
. | Customer List! Payment Terms List C |
FlleS. - [ vendor List [[] Payment Method List
. . [] Emplayee List [ shipping Method List
3. In the window that appears, select Customer List and [Jother NomesList [ Customer Message List
Click OK [ customer Type List [ Budgets
) [] vendor Type List [ Payroll Accounts
. [ class List [ To Do Note
4. Enter a name for the file. Make sure it has the .IIF file O J;Siy; et Dg;e: R; =
extension, which is added by default. L] Price Level List
[[] sales Tax Code List

5. Click Save to export the file.

6. You can now upload the file to ProductCart. Use the Browse button to locate the file.

A ProduciCart shopping cart software - Control Panel - Microsoft Internet Explorer EI@|E‘
o

{ File Edt Vew Favorites Tools Help

-
QuickBooks Add-on Start Page : Help

e Synchronize customer accounts

When you expart order information to QuickBooks, it is important that an order is assigned 1o the carrect customer
account. Make a selection frorm the following two options (you can change this setting at any time)

¢ lwantall customers in ProductCart to be exported to a neneric custormner account in QuickBooks. In this
scenarin, all orders are assigned to a generic customer such as "Online Sales’, which you can specify. You
can decide to map individual custamers at any time:

@ |wantto man one or more customers in ProductCart to individual customer accounts in QuickBooks. In this
scenario, the orders placed by the custormers that have been synchronized with accounts in GuickBooks are
assigned tothose accounts. Any other order is assigned to a generic account such as "Online Sales”, which
YO tan specify.

Continue ==

ProductCart will ask you to confirm whether you’d like to assign customers to a generic account or map
individual customers. As mentioned before. ..

®  You can have all customers in ProductCart exported to a generic customer account in
QuickBooks. In this scenario, all orders are assigned to a generic customer such as "Online Sales",
which you can specify. You can decide to map individual customers at any time. The generic
customer account could be one of the accounts that you have just imported, or you could create a
new one.

e You can map one or more customers in ProductCart to individual customer accounts in
QuickBooks. In this scenario, the orders placed by the customers that have been synchronized
with accounts in QuickBooks are assigned to those accounts when imported into QuickBooks.
Any other order is assigned to a generic account such as "Online Sales". This could be one of the
accounts that you have just imported, or you could create a new one.

If you decide to map all customers to one account, you can skip the following paragraph.

Synchronizing Individual Customer Accounts

ProductCart allows you to create a direct relationship between one or more customers in your store
database and one customer account in your QuickBooks company file. To do so, ProductCart will show
you a window that is organized as follows:

e At the top there is a drop-down menu that allows you to order the customers listed on the left
side by company name, first name, or last name.

e On the left side, all of your ProductCart customers are listed.
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e In the middle of the page there are two buttons that allow you to move customers listed on the
left side to the right side of the page.

e At the bottom there is a drop-down that lists customer accounts that you have just imported from
QuickBooks. When you select an account and click on the Conzinue button, ProductCart creates a
relationship between the customer or customers listed on the right side of the page and the
customer account listed at the bottom. The system will show you a confirmation message
indicating that the selected customer accounts have been mapped.

A ProductCart shopping cart sofiware - Control Panel - Microsoft Internet Explorer

i Fle Edt View Favorkes Tools  Help "

QuickBooks Add-On - Map Customer Accounts Start Pace : Help

OrderBy: | LastMame, FirstMame v | | Go ==

Select the ProductCart customer(s) that you wish to map, then click on Add.

Abel, Randy - Scoutmarket biz -~
Adam, Adam

Adams, Cedric- Early Impact

Adamson, MNeil- Caerus IT Solutions
Agarwal, Gagan - Gift International Co
Al-Salem, Majed - Silicon Valley Cormpu
Albert Carl - Timetrak Systems
Alexander. Catherine

Alkana Roger - Flowers and Balloons G
Allen, David

Allred, Mike

Almgren. Johan - Prokey Systems
Alvarado, Rodrigo - Puntoweb Interet &
Anderson, Dan - NetProfits Internet Cons
Anderson, Linc- Denali Designs, Inc.

== Remove

Add ==

Select the QuickBooks customer account o which you wish to map the above custamer(s), then click an Contimve:

Backto GuickBooks hadule Manader

¢ You can go on creating new relationships between customers. The process of mapping customer
accounts is always the same:

O Select one or more customers from the left side column. You can map more than one
store customer to an individual QuickBooks customer account: for example, this can be
useful if more than one representative from the same company has established an
account on your online store.

O Move them to the right side column by clicking on the .4dd button. The Rezzove button
performs the opposite task.

O Select a QuickBooks customer account from the drop-down at the bottom of the page.
O Click on Continue.

3 ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer EI@‘El
Fle Edt View Favores Took Help i

-
QuickBooks Add-on Start Page : Heln

There are 990 customers that have notheen mapped. You need to assign unmapped customers to @ default
customer account (.0. "Cnline Sales"). Orders placed by customers that have not been mapped to a specific
custormer account will be assigned to this generic account when exported to QuickBooks,

Default Customer Account: | A0

Continue ==

Go back and map these custamers individuall

When you are done mapping individual customers, click on Finished. ProductCart will determine whether
all of your store customers have been assigned to a QuickBooks customer account. If the answer is no,
the system will ask you to pick a generic customer account to be used for all unmapped customers (e.g.
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“Online Sales”). All orders placed by customers other than those that have been individually mapped will
be assigned to this generic customer account.

Note that if you have a large number of customers, mapping all of them to the generic customer account
make take several seconds. Wait while the script is executing. When all customers have been mapped, you
will be automatically redirected to Step 3 of the Setup Wizard, if you are running the Wizard.

You can edit your customer mappings at any time, changing or removing existing relationships, or
creating new ones. If you create new customer accounts in QuickBooks, you can import them into
ProductCatt.

Synchronizing to a Generic Customer Account

During the QuickBooks Add-on Setup Wizard, if you select Do ot import customer accounts at this time,
ProductCart will take you through a different set of steps. In this scenario, you don’t have any
QuickBooks customer accounts to which you can map existing store customers. Therefore, ProductCart
will ask you to create at least one account.

e You can create one or more customer accounts.

® You need to create at least one customer account. This is the generic customer account that will
be used for all orders placed by customers that have not been individually mapped to existing
customer accounts in your QuickBooks company file. If you decide not to map any customers to
individual customer accounts in your QuickBooks company file (e.g. there are no customer
accounts in your accounting file yet), all orders will be assigned to this generic account.

e If the generic customer account that you specify here does not exist in your QuickBooks
company file, a new one will be created.

3 ProductCart shopping cart software - Control Paned - Microsoft Internet Explarer 9=
T
E

Fle Edt Vew Favotes Tools heb

oo roductcant. com latest oraducteartpelatess QI_Cadmind. bso -

QuickBooks Add-on - C A Latti SlanFaqe : Help

Please specify 3 generic customer account that will be used for orders placed by customens Bhat have nol been
indradually mapped o hew comesponding coounts in your QuickBooks companry file, Al cusiomers must be
mapped to efther an indhicual sccount of 3 peneric account betore orders can be eported from ProductCart into
QuickBooks

List of Customer Accounts
Ta femiove T CUMment ACCoUNE, chibck M COMeSponang box

Dol Descriphon
[ |[Onkne Sales

[ Selectan

Update Finished

Add New Account: And

W you already have a customer sccount in your QuickBooks company Sle and you would like to use that account here,
We recommensd hat you Imooe your cUsiemEr infgemann from QuickBooks rather 1an adding e Sccounts here. i
reduces he chances of accounts not being properly matched due to misspellings.

Continise >>

Now that you have created one or more new customer accounts using the Setup Wizard, ProductCart will
ask you whether you want to map all or some of your customer accounts to any of the individual accounts
that you have imported or created. You have two options, as mentioned before.

One is map one or more customers in ProductCart to individual customer accounts in QuickBooks and
the remaining, unmapped customers to a generic customer account. This option is described in the

previous section of this User Guide.

The other option is to map all of your store customers to a generic customer account in QuickBooks,
such as "Internet Sales". In this scenario, all orders are assigned to this generic customer. On the window
that is shown to you, simply select the account that you would like to use from the drop-down menu and
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click on Swubmit. At any time when using the QuickBooks Add-on you will be able to change this setting
and decide to map one or more store customers to individual QuickBooks customers.

2 http://www.productcart.com - ProductCart shopping cart software - Control Panel - Microsoft Internet... E"E|E\
Fle FEdit View Favorites Tools Help I3
-

You have chosen to map all customers to a generic customer account. Please choose this account from the drop-
down menu shown below.

Online Sales
i

Hote: Ifyou ever decide to synchronize individual customer accounts, you can do so at any time. Consultthe
QuickBooks Add-on User Guide for more information

Importing & Synchronizing Products and Items

The QuickBooks Add-on Setup Wizard will now ask you to import your Chart of Accounts and Items List
into ProductCart so that your products, shipping charges, discounts, etc. can be properly mapped to their
corresponding accounts in your QuickBooks company file.

If you haven’t already done do, make sure to first review the section of this User Guide entitled: Adding
Necessary Items to the QuickBooks Ttem List.

) ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer: E”ﬁ|g‘
ﬁr

! File Edit  view Favortes Tools  Help

QuickBooks Add-on Starl Page - Help =

0 Import your QuickBooks "Chart of Accounts™ & “ltem List™

Please review the section ofthe QuickBooks Add-an User Guide entitled "Adding Mecessary ltems ta the
QuickBooks ftem List before importing your iem Listand Chart of Accounts

@ I'mreadyto import my Chart of Accounts & fem List from QuickBooks W

Continue ==

After adding the required items to your Ize List, follow these instructions to export the lists and import
them into ProductCart:

1. From the Fik menu, choose Open Company. Select the company containing the lists you want to

transfer and click OK.
2. From the Fil menu, click Ufiities, and choose - X
E@WZL Seleck the lisks that you would like to expart.
(QuickBooks 2004 users, choose Export from the Chrt of Accourts :
File menu, then select Lists fo IIF Files....) L] Costomer Lit [ Payment Teerms List
[ vendor List [ Payment Method List
. = — = Hell
3. In the window that appears, select both Chart of gimp'wee i ES'J'DDW HEH
. . Other Mames List Cuskomer Message List
Accounts and Itens 1ist and click OK. Y
. Vendar T Lisk P. Il A E:
4. Enter a name for the file. Make sure it has the IIF E — A
i R . lass List |:| To Do Mokes
file extension, which is added by default. [ 2ok Type List [ gales Rep List
. [ Pice Lewvel List
5. Chck Sﬂﬁé’ to eXpOIt the data. [1 5ales Tax Code List
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-2 ProduciCart shopping cart software - Control Panel - Microsoft Internet Explorer. g@}g‘
I
o

: Fle Edit View Favorites Toos Help

-~
QuickBooks Add-on - Importing Item List and Chart of Accounts StartPane  Heln

Importing your Chart of Accounts and item List From QuickBooks

By exporting your Chart of Accounts and ftern Listfrom QuickBooks and importing into ProductCart, vou will he able ta
map products, discounts, shipping charges and handling fees, etc, so that they are properly assigned to their
corresponding accounts when orders are exported

First, follow these instructions to export the two iists:
1. Framthe Fle menu, choose Open Company. Select the company containing the lists you want to transfer

and click 0K,

2. Fromthe Fiie menu, click Utiiies, and choose Export
(QuickBooks 2004 users, choose Exportfrom the Flfe menu, then select Liststo [IF Files.. )

3. Inthe window that appears, select hoth Chartof Aecounts and ftem Listand click QK.
4. Entera name forthe file. Make sure it has the IIF file extension, which is added by default
5. Click Sawve to export the data.

Mo that you have exported the two [sts, use the Browse hutton ta locate the (IF file and click Contihue... to upload it

Lacate your IF file: 2nts and Settings\UsenDeskiopilists.|IF

Continug ==

Now that you have exported the two lists, use the Browse button to locate the IIF file and click Continue...
to upload it. ProductCart will save the information to the database and then take you to the following
screen, where you can decide whether to manually synchronize some or all of your products to the
corresponding items in your Izen List or not.

2 http://www.productcart.com - ProductCart shopping cart software - Control Panel - Microsoft Inte... QEJE\
File Edit View Favorites Tools Help "

QuickBooks Add-on SlartPage :: Help

e Synchronize products and items
Make a selection from the following two options:

(O lwantto manually synchrenize products in my store database to items in my item List

@ Idonotwantto manually synchronize products and items at this time.

Continue =>

If you choose not to synchronize your products and items, please note the following important
observations about how product information is treated when orders are exported from ProductCart into
QuickBooks. When orders are imported into QuickBooks:

If a product that is part of the orders has not been mapped to an item in your QuickBooks
company file, but it matches an item in the I#e List, a new item will not be created. You can
match exported products to existing items in the Izen List using either the SKU (part number) or
the product name. This field is matched to an item's Itenz Name/ Number field.

If a product that is part of the orders does not match an item in the Ifen List, a new item will be
created and assigned to the income account that has been associated with unmapped products
using the window shown below.

The drop-down menu lists all (and only) income accounts that are part of the Chart of Accounts
imported from your QuickBooks company file. Select an income account and the product field
that should be used to match existing items. You can either use the SKU (part number) or the
product name. This field is matched to an item's [enz Nane/ Number field.

Click on the Apply button to apply these settings and continue to the next screen.
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A ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer EEx
;'l

Fle Edit View Favorites Tools Help

QuickBooks Add-on - Product Mapping Settings Start Page :: Help

When orders are imported into QuickBooks:
o |faproductthatis part of the orders does not match an item in the Jtem List, a new item will be created and
assigned to the income account selected below.
« [faproductthatis part of the orders has not been mapped to an item in your QuickBooks company file, but it
matches an item in the /tern List, a new itemn will NOT be created. You can maich exported products to

existing items in the item Listusing ether the the SKU or the product Name fram your ProductCart database.
This field is matched to an item's ftem Namefumber field

Choose an Income Account from your Chart of Accounts: | Products b

Match unmapped exported products to existing items using: £ SKU & Product Description

Apply Wap Individual Products

If you choose to synchronize your products and items, ProductCart will show you a series of
pages where existing products in your store database are listed along with a drop-down menu listing
imported items from your QuickBooks Izen List.

By default, products are sorted by name and 20 products are shown per page. You can change the
number of products shown and the order in which they are shown.

2 ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer. ] E
Fle Edt View Favortes Tooks Help o
. . ~
QuickBooks Settings Start Page © Help

Select the account that you wish to map each product to. Then click on the "Continue” button
Product Name: ProductCartv2.71

ProductCart v2.71 v
Product Name: ProductCartv2.71 Build To Order
ProductCart v2.71 Build To Order v
Product Name: ProductCart v2 Upgrade

ProductCart w2 Upgrade v
Product Mame: ProductCart BTO w2 Upgrade
ProductCart BTO w2 Upgrade v

Product Name: Bugs Manager v1.5

Bugs Managerw1.5 v
Product Name: ProductCart Test

ProductCart Test v
Product Name: Access to SOL migration
Access to SOL migration v
Product Name: ProductCart Setup Service
ProductCart Setup Service v
Product Name: Upgrade from Standard to BTO

Upgrade from Standard to BTO v

ProductCart will try to automatically find matches between each of the imported items and each of the
products that are already in your store database (auto-mapping). The system will do so by comparing
cither the Ifems Name/ Number field in the exported QuickBooks I7ens List with the product SKU in your
ProductCart database or the Description field in the Ifens List with the product Name. You can use either
variable by selecting it at the top of the page.

Note that if you export products from ProductCart to QuickBooks to create a new Izenz List (i.e. this is a
new QuickBooks company file and its Izens List is empty) or to add new products to an existing lrenz List,
when you import the I#e List back into ProductCart, all products will be automatically mapped as their
names will match by definition (the product names are definitely the same since the new items were
created by exporting those products from ProductCart).

This is certainly a recommended course of action if you don’t currently have product information stored
in your QuickBooks company file. You can at once populate the Iz it and map all the items to the
products stored in your ProductCart database.
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Let’s return to the product mapping page. If a match is not automatically found, you can manually map a
product in your store to an item from the Ifenz List by choosing an item from the drop-down (manual

mapping).
When you are done, click on the Apply Mappings buttons. If there are other products that can be mapped,
ProductCart will show you a new page.

At any time you can click on Assign remaining products to a defanlt Account to stop mapping individual
products, and assign all unmapped products to a generic income account that will be used if and when
new items are created when orders are exported to QuickBooks (see eatlier in this chapter for more details
on when a new item is added to the I#e List upon exporting orders to QuickBooks).

2 ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer

Fle Edt Wew Faworites Tools Help i

QuickBooks Add-on Start Page : Heln
You have chosen notto map all of vaur praducts

There are 25 products that have not heen mapped to Jiermns inyour fem List You can either go back and map these
products individually or you can let QuickBooks try to mateh them to existing items in your ftern Listwhen importing
orders from ProductCart (see the User Guide for details).

Atthattime, if a match is not found a nes ferwill be created. Choose a default income account to which these new
ftermswill be assigned. Here are the income accounts from the Chadt of Accounts that you imported into ProductCart

Select an Income Accoun

Continue ==

Choose a default income account from the drop-down menu and click Continue. The remaining
products will be assigned to the selected account and you will be shown a window that summarizes
your product mappings, which is shown below.

‘A ProductCart shopping cart saftware - Control Panel - Microsoft Internet Explorer
Fle Edt Wew Favortes Took Helo ar

QuickBooks Module - Product Mappings Start Page - Holp

Product Assgned to Default Account
You curmently have 8 products sssigned bo your Defaull Accounl.

Map i s 10 |

Current Product Mappings

Ta edit cusrent praduct mappings, check one or mare praducts below, then select an item from the drop-down menu
located of the hatiom of the page. The producs will be reassigned fo the selected ilem

Page Results: 25 Gor» OrgerDy, SKU-Ascending ¥ | Go

ProductCart Product QuickBooks em

Addd new Papment Galeway AEP ing PCaddGativacy i
[0 Apparel Adc-On SeftwarecApparel Agd-on =]
] BugsManager 15 Software Bugs Manager (=
]  Consuting Consulting [m -}
(] Consulting (ASP) Programming:ASP Programming [m
0 Mt Add-Gn Boftware GG Add-on (= ]
(] ProductCan B8TO v2 Upgrade SofwareProductCan BTO 2.0 Upgrade [
[]  ProdudCan v Upgrade Saftware PraductCart 2.0 Upgrade (m |
O  ProdugiCanva?i SoftwareProductan 2x [m
0 ProdudiCant v2 71 Build To Order Saftware ProductiCart BTO 21 [m

Select Al

Reassign the setected products 1o Me followang fem:
Soltware v

Update Mappings

Remsve all produd mapeings.

A a5 & 1

Back to the QuickBooks Add-on Flar page

You can access this window at any time from the QuickBooks Add-on start page by clicking on
View/ Edit Product Mappings.

At the top of the page ProductCart will remind you of how many products are currently not
assigned to individual items (if any). You can assign these products to individual items in your
QuickBooks Izen List at any time, if you wish to do so.
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The central part of the page shows existing product mappings: your store products are shown on the
left and the items that they have been mapped to are shown on the right. You can easily change the
number of products shown on the page and the order in which they are sorted by using the
corresponding features at the top of the page.

e To change a current product mapping: check one or more products on the page using the
check box on the left side. Select an item from the drop-down, and then click on Update
Mappings.

e To remove a current product mapping: simply click on the Rewove button on the right side.

e To remove all product mappings: click on the Rewove all product mappings at the bottom of the
page. All current product-time relationships will be removed. You will then be able to either
assign these products to a generic income account and let QuickBooks match them to
existing items in the Iferz List, or manually map them again (e.g. you are going to import a
heavily modified Izerz List and wish to start from scratch). Be careful as this action cannot be
undone.

When you are done, click on Back to the QuickBooks Add-on start page to return to the welcome screen,
which is shown below.

7 ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer

File Edit View Favorites Tooks  Help -

QuickBooks Add-on Gtart Page = Help

View/Edit CUStOmer Mappines
Wiew/Edit Product Mappings
Wiew/Edit Other ltermn Manpings

Export Orders to QuickBooks
Export Products to QuickBooks

Impart Chart of Accounts & Item List From CuickBooks
s Import Customers From QuickBooks

Synchronizing Miscellaneous Items

The final step before being able to export orders from ProductCart into QuickBooks is to map a
few remaining items from the Ifenz List, such as discounts, taxes, and shipping & handling charges.
You should be taken to the page shown below during the Sezup Wizard. It not, or at any other time,
click on View/ Edit Other Item Mappings on the QuickBooks Add-on start page.

2 ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer E‘E‘E‘
'l’a

: File Edt View Favorites Tools Help

~
QuickBooks Add-on - Miscellaneous Account Mappings Start Pace : Help

Map the following invoice items that may appear on your online store orders to corresponding iterns in your
QuickBooks company file, For more infarmation, see the section of the GuickBooks Add-on User Guide entitled
Adding Necessary fiems o the QuickBooks flem List

CouponiGift Certificates: Discounts/Gift Cerificates v
Reward Points (Rewards Foints). Fieward Paints W
PaymentProcessing Fees Fayment Fees i

Shipping Charges: Delivery Charges
Handling Fees Handling Fees  +

Backto the GuickBooks Add-on start page
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If you have correctly followed the instructions listed in the section of this User Guide entitled Adding
Necessary Items to the QuickBooks Item List, you will be able to quickly map the ProductCart items
listed on this page to the corresponding items in your QuickBooks Izez List. 1f you have not yet reviewed
that section of this User Guide, please do so now.

Listed on the Miscellaneous Account Mappings page are items that may appear on the orders that your
customers place on your online store. Some of them may not apply to your store. For example, you may
or may not be using the Reward Points system in your ProductCart-powered store. Regardless of whether
you are using any or all of these features, you need to establish a relationship between them and their
QuickBooks counterpatts.

e  Coupon/Gift Certificates. These are discounts, electronic coupons or gift cettificates used on
your store. If you are using the ProductCart Gift Add-on, note that redeemed gift certificates use
this invoice line item. Choose one of the items shown in the drop-down menu. Note that only
Item 1ist items whose Type was set to Disconnt will be shown in the drop-down menu.

e Reward Points: Same as above, but this item will carry the amount deducted from the order when
customers use Reward Points against the order total.

e DPayment/Processing Fees: This is the fee that you may charge when customers select a cettain
payment option. Choose one of the items shown in the drop-down menu. Note that only Izenz
Listitems whose Type was set to Other Charges will be shown in the drop-down menu.

e Shipping Charges: This is the delivery charge included in the order (if any). Choose one of the
items shown in the drop-down menu. Note that only I7en List items whose Type was set to Otber
Charges will be shown in the drop-down menu.

e Handling Fees: This is the handling fee included in the order (if any). This is the fee that you may
charge when customers select a certain payment option. Choose one of the items shown in the
drop-down menu. Note that only Izenz List items whose Type was set to Other Charges will be
shown in the drop-down menu.

e Taxes: Depending on whether your store charges one or multiple sales taxes, you will map this
item to one or more items in your Izemz I ist. You need to map this item even if your store does not
collect sales taxes on any orders. For more information, please see the Configuring QuickBooks
section of this User Guide. Choose one of the items shown in the drop-down menu for each of
the taxes charged on your store. Note that only your Sals Tax Ifems will be shown in the drop-
down menu.

When you are done, click on the Submit button, and then return to the QuickBooks Add-on start page.
You are now ready to export orders from ProductCart to QuickBooks. Before you do so, always
remember to back-up your QuickBooks company file, so that you may quickly restore your accounting
books if anything goes wrong during the import.
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Step 5 - Exporting Orders to QuickBooks

Overview

Now that you have completed the Setup Wizard, you are ready to start exporting orders from
ProductCart and import them as invoices or sales receipts into your QuickBooks company file. Before
you do so, take a moment to save a backup version of your QuickBooks file. In fact, you should always
make sure to back up your QuickBooks company file before importing orders from ProductCart.

When you import an IIF file (the type of QuickBooks file that orders are exported to) into QuickBooks,
the action cannot be undone. Undoing an import can be quite time consuming, especially if you are
importing a large number of orders. The only way to #ndo the import would be to manually delete each
invoice or sales receipt that was created by QuickBooks when the IIF file was successfully imported.

Exporting Orders

On the QuickBooks Add-on start page, click on Export Orders to QuickBooks to begin the process of
exporting orders from ProductCart On the first screen, configure the following settings:

3 ProduciCart shopping cart software - Conirol Panel - Microsofi Internet Explorer Q@E|
{ File Edt View Favorites Tools  Help w
~

Export to Quickbooks: Filter Orders to Export Invoices Start Pae : Heln

Qnily export orders placed by this customer: | ALL Customers ~

Specify a Date Range

Export arders that were placed afier: |12/1/2004 i

Export arders that were placed before; B 17 eft blank, the current date will be used

Filter by Status - Check all that apply. If left blank, all orders will be exported

[ Pending

Processed

Shipped

Back to the QuickBonks Module start page

e Customers. Indicate whether you would like to export orders from an individual customer or all
customers. Your store customers will be matched up with your QuickBooks customer accounts
according to the customer mappings that you have previously created. For more information on
how to synchronize customer accounts, see Importing & Synchronizing Customers.

e Date Range. Specify a date range. Orders placed on both the Fro and To dates are included in the
export. If you leave any of the fields empty, they will automatically be filled with today’s date. If
your store receives a large number of orders every day, we recommend that you reduce the data
range so that fewer than 100 orders are exported at a time. Otherwise, the ASP script that creates
the export file might time out. Depending on how much information is included in each order,
and many other factors such as the performance of your Web server, SQL server (if any), etc., you
might be able to export a much greater number of orders. If you receive a time-out etror, try
reducing the date range.

e Status. Specify which orders should be included in the export file. If you leave all three check
boxes unchecked, all orders will be exported. Typically, you will export orders that have been
processed and/or shipped. Incomplete, cancelled, and/or returned orders are always excluded fro,
the export.
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When you return to this screen after having exported orders from ProductCart, you will also be prompted
to select whether previously exported orders should be included in the new export file or not. ProductCart
will remember this setting for future use. Select Yes if you only want to export new orders. Select No if you
want to include orders that have previously been exported. In most cases, you will want to only export
new orders, and therefore will select Yes.

Click on Continue to proceed to the following page and configure a series of other options that affect how
orders are exported.

Import Type. Orders can be imported into QuickBooks as either Inwoices or Sales Receipts. You can
find detailed information about the difference between Invoices and Sales Recezpts in your
QuickBooks manual or online help. Overall, the main difference is that when you enter an
invoice, you are populating your Acount Receivables with a new transaction, which is then removed
trom Acount Receivables when you Receive Payment on the invoice. The idea is that you typically
create an invoice when you are not receiving payment at the time the transaction occurs. When
you enter a sales receipt, instead, QuickBooks never places the transaction in Account Receivables as
it assumes that you are receiving payment on it at the same time the transaction occurs (there is no
payment to recezve in the future). Therefore, as a rule of thumb:

O Use sales receipts if you receive payment on the order at the time the order is placed or
processed. This is often the case with Internet orders, as well as with call-in or walk-in
orders in a retail environment.

Use invoices in all other cases.

Accounting-wise, you can do either one and you will not be making a “mistake”. It’s
more of a productivity issue. If you use invoices, there is one more step for you to take
(Receive Payments) which is skipped if you use sales receipts.

Invoice Number. Unlike when you create an invoice or sales receipt in QuickBooks, when you
import orders into QuickBooks the program does NOT automatically number the invoice or
sales receipt. You can either manually enter invoice numbers after you have finished importing
your orders, or you can have your import file automatically assign an invoice number.

To do this, open QuickBooks and look up the last invoice number. Then come back to
ProductCart and select Yes. A new section of the page will be displayed. In the Szarz with this invoice
number field, enter the number that you want the first new invoice or sales receipt to have, not the
number of the last invoice or sales receipt that appears in your QuickBooks file.

The next time you export orders from ProductCart, this field will be pre-filled with a number that
is equal to the last invoice or sales receipt number used in the last import, plus one. If you have
not added other invoices or sales receipt, you can use this number. But if you have manually
added other invoices or sales receipt in QuickBooks, you should look up the correct number there
and replace the number in the field with the right one.

Transaction Date. The transaction date is the date that is placed on the invoice or sales receipt.
You may use the actual order date or the current date. If you wish to use the order date, select Yes.

Other Settings.

O Marking transactions as “Cleared”. Normally, you clear a transaction when you reconcile
it with your bank statement. This is to ensure that your QuickBooks records agree with
the checking, savings, credit card statements, etc. that you regulatly receive. Therefore,
you will typically not want your transactions to be marked as Clared when they are
imported, but rather clear them yourself when reconciling accounts in QuickBooks. For
more information, consult the QuickBooks User Guide or Online Help.
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O Marking your invoice “To be Printed”. This setting doesn’t affect the way invoices or
sales receipts are created, but rather can save you some time if you want to be able to
print all imported invoices or sales receipts with one click. If you plan to print them after
you import them into QuickBooks, then mark them To Be Printed. When you do so, the
To Be Printed check box in the bottom left corner of your invoice or sales receipt will be
checked. To print all invoices or sales receipts for which this option has been checked,
select File > Print Forms. .. > Invoices or Sales Recezpts. All the invoices or sales receipts
marked To Be Printed will appear in the window that is displayed to you.

Select Invoices to Print

AJR Account ;.l?.\.ccounts Receivable | ¥
Select Invoices to print, then click Ok, O
There are 112 Invoices to print for $53,274,50,
- : S Cancel
¥ Date Type Mo, Custamer Template Amount

11/05/2004 TNy [1234 Online Store SalIntuit Produs 95.00 | A Help
11/06/2004 [Ny |1235 Online Store SalIntuit Produ 100,00 |

7

‘/ |

V(111062004 |TMY - 1236 Online Store SalIntuit Produ 346,50 |
j 11/08[2004 [Ny |1237 Online Store SalIntuit Produ 1,295.00 | =

5

J‘

J

11/08/2004 [INv - |1238 Cnline Store SalIntuit Produ 552.00 Select W
11/09)2004 |y 1239 Crline Store SalIntuit Produs 405,00 | cecLioe
11f09/2004 |INV - (1240 Cnline Store SalInkuit Produs 906,50 |

11/09/2004 [Ny |1241 Online Store SalIntuit Produ 195.00 v Print: Labels

O Include “Shipping Method” and “Shipping Date” information. You can elect to include
or not include shipping information on your invoice or sales receipts. Note that this
setting does not refer to the actual shipping charges and handling fees that are
automatically included as line items on the invoice or sales receipt, if any. Rather, this is
the information that is added to the 17 field on your invoice or sales receipt. The Shipping
Date, if included, is added to the Shsp field.

‘2l Productlart shopping cart software - Lontrol Panel - Microsofi Internel Explorer (= ][]+
i File Edt Vew Favorites Tools Help o
~
Export to Quickbooks: Export Invoices Start Page = Help
Import Type
Impart Orders As: | INVOICE 4

Invoice Number

Unlike when you create an invoice or sales receipt in QuickBooks, when you import orders into QuickBooks the
program does NOT automatically nurmber the invaice or sales receipt You can either manually enter invoice
numbers after you have finished importing your orders, oryou can have your import file automatically assign an
invoice number. To do this, open QUickBooks and look up the last invaice number, then click "Yes" below.

Add the Invaice Number? ® ves O No

Start with this invaice number. | 1245

Transaction Date

Transaction date is the date thatis placed on the invoice. You may use the actual order date as the Transaction Date
0ryoU £an use the current date. Do you wish 10 use the actual order date as the transaction date? @ ves O No

Other Settings
Wiould you like to markyaur transactions as "Cleared'? & ves O Mo

Wiould you like to mark yaur invoice "To be Printed"? @ Yes O No

Would you like to include "Shipping Method” information on your invoice? @ Yes O No

Would you like o include "Shipping Date” on your invoice? & ves O Mo

Ywould you like to include customer details in the Memo field of the invoice? Ifyou are using a generic custorner account
(e, "Onling Sales”) this allows you ta include custormer information on the invoice. Otherwise no customer infarmation is

shown, a5 the CUSIOMEr accauntto which the Invoice 15 assigned is a generic one. @& ves O No

Use any ofthe variables listed below to add custarner information to the Memao field of the invoice.

Customer E-mail = <CEMAIL>
Qrder Mumber = <ORDNUM>
Referrer = <REFER>

Payment Type = <PAYTYPE>

E-mail: <CEMAIL>, Order #: <ORDNUM>, Payment Type: <PATTYFE>, Referring Ueh
site: <REFER>

Would you like o include customer's comments? @ Yes O No
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O Add details to the Memo field. This feature allows you to add the following information
to an invoice or sales receipt.

* Customer E-mail (KCEMAIL>)
*  Order Number (SORDNUM>)
= Referrer (KREFER>)

= Payment Type (KPAYTYPE>)

To include this information in the Memwo field, enter any of the corresponding tags:
<CEMAIL>, <ORDNUM>, <REFER>, and/or <PAYTYPE>. For example, in the
input field you could enter:
Customer e-mail: <CEMAIL>. Online store order number: <ORDNUM>. Payment method
used for the order: <PAYTYPE>. This order was referred by: <REFER>.

Note that general customer details (e.g. name, company name, billing & shipping address,
etc.) will be included in the Bi// To and Ship To fields on the invoice or sales receipts.

O Include customer comments. Finally, you can have ProductCart export any comments
that a customer might have added to their order. These are the comments that customers
can add to an order by filling out the Comzments field during checkout.

Click on the Submit button to generate the export file. Note that depending on the amount of orders that
you are exporting, this process could take some time. If you receive an error message that indicates that
the script timed out, try reducing the date range so that you are exporting a smaller amount of orders.

Importing Orders into QuickBooks

When ProductCart has completed the export, you will receive the following message: You have successfully
excported order information to the file: "gblvoice.dif". To download this file, don’t click on it as most browsers will
show the content of the file directly to you rather than downloading it to your computer. Instead (in
Internet Explorer):

e Right click on the download icon and choose "Save Target As..." from the context menu.

e Save the *IIF file to your desktop. In some cases, the Web server may not recognize this file
format and return a "404 File Not Found" error. If that is the case, you will need to download
your file via FTP. The file is located in the "pcadmin/qgbk_export" folder.

‘A ProductCart shopping cart software - Control Panel - Microsoft Internet Explorer E@E‘
File Edt View Favorites Tooks Help o
~
Export to Quickbooks: Export Invoices Start Page - Help
& vouhave successfully exported order information to the file: "gblvoice. iif"
s

Downlead Instructions
& Toensurethatthe file downloads correctly, right click on the icon above and choose
"Save Target As..." from the meny
= Save the *IIF file to your desktop

& In=zome caseg, the Web server may not recognize this file format and return 3 "404.
File Mot Found” error. Ifthat is the case, you will need to download your file via FTP.
The file is located inthe "pcadminfgbk_sxport' folder,

After the download...

To import thiz file into QuickBooks, select Flfe = [mport = i[F Files. Make sure you back up
your QuickBooks company file before importing this IIF file. Imparting an IIF file cannot be
undone. The onlyway to "undo" the irmport is to manually remove all invoices or sales
receipts that are created when the file is imported, which can be a very tedious and time
consuming task. ttis much easier and faster to restare a previously backed up company file

Retum to the QuitkBooks Add-on start page ==
Return to the Control Panel welcorme page ==
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Once the file has been downloaded to your desktop, start QuickBooks and select File > Import > IIF Files.
QuickBooks will import the selected file and create a number of invoices or sales receipts that
corresponds to the number of orders you have exported from ProductCart.

As mentioned earlier in this chapter, make sure you back up your QuickBooks company file before
importing this IIF file. Importing an IIF file cannot be undone. The only way to "undo" the import is to
manually remove all invoices or sales receipts that are created when the file is imported, which can be a
very tedious and time consuming task. It is much easier and faster to restore a previously backed up
company file.

Frequently Asked Questions

What if I have thousands of products in my ProductCart store database?

In this case you probably will not want to synchronize product information between QuickBooks
and ProductCart. The QuickBooks Add-on allows you to assign products that have not been
mapped to individual items in your I7ezz List to a generic income account in your Chart of Accounts.

When you export orders from ProductCart, the following will happen:

e Ifaproduct included in an order does not match an item in the Item List, a new item will be
added to the list. The item will be assigned to the generic income account mentioned above.
This new item will be used on the invoice or sales receipt created for the imported order.

e Ifaproduct included in an order matches an item in the Ifew List, a new item will not be
created and the existing item will be used.

I added new products to my ProductCart database. What is the best way to map them to items in
QuickBooks?

We recommend taking the following steps:

e If those products are not in your QuickBooks Iz List, export them to QuickBooks using the
product export feature. When you do so, make sure that you select the same Ienz Type and Income
Acconnt used during previous exports, or used by the majority of items listed in your Izen List.

e Now export the newly updated Izenz List and Chart of Acconnts to an * IIF file

e Return to the QuickBooks Add-on start page and select Import Chart of Accounts & Item 1ist From
QuickBooks.

e By definition, the name of the imported items will match the name of the products that you had
exported from ProductCart, and therefore the auto-mapping feature will automatically map them
for you. So all you need to do is confirm the mappings, and you are done.

The export process is taking a log time, and sometimes it times out. What can I do?

Try reducing the date range so that fewer than 100 orders are exported at a time. Otherwise, the ASP
script that creates the export file might time out. Depending on how much information is included in each
order, and many other factors such as the performance of your Web server, SQL server (if any), etc., you
might be able to export a much greater number of orders.
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Some of the items on my invoices are truncated. Why?

The customer name and job name (Customer:Job field on the invoice or sales receipt) can each contain a
maximum of 41 characters. If you export an order to QuickBooks where the customer’s company name
had more than 41 characters, the company name will be truncated at 41 characters. Similarly, the name of
the shipping service used for the order (Ship Via field on QuickBooks invoices) has a limit of 15
characters. ProductCart will truncate all names to 15 characters when exporting orders.
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